CITY OF MARTINEZ


       

           CITY COUNCIL AGENDA 

           January 17, 2007
TO:


Mayor and City Council
FROM:

Don Blubaugh, Interim City Manager

PREPARED BY:
Lianne Marshall, Administrative Services Director

SUBJECT:
Establish New Job Classification and Salary Range, and Amend MCP
DATE:

January 5, 2007
RECOMMENDATION:
Adopt resolution to establish the Senior Management Analyst job classification and salary range, and amend the Management Compensation Plan to allow flexing from Management Analyst to Senior Management Analyst.

BACKGROUND:
The Senior Management Analyst (position description attached) is distinguished from Management Analyst by the degree of complexity and difficulty of the assigned work; the level of responsibility and independence exercised; and the amount of experience required.  This classification would allow career growth opportunity in the Management Analyst classification and recognizes the expansion of job duties and increased responsibility that may occur as the employee gains experience.
The City has a need to foster professional development and provide incentives for retention of its workforce.  The amended Management Compensation Plan would allow flexing to the Senior Management Analyst position in a manner similar to what is allowed in the Engineer and Planner job classes.  Specifically, upon recommendation from the Department Director and approval by the City Manager, a person occupying the Management Analyst position could flex to Senior Management Analyst after two years of service with satisfactory performance evaluations, and if the person meets all minimum requirements for the higher classification.
The Civil Service Commission met on December 14, 2006, and approved the establishment of the new job classification and its position description.

The salary range for the new position is recommended to be $6,540 to $8,350.  Attached are tables that show the salaries of similar positions in other cities in the region, and the salaries of positions with comparable levels of responsibilities within the City organization.  The recommended salary range is near the top of the range in comparison to other cities, but slightly below comparable City positions that have either supervisory responsibilities or require special licenses.  Retention was a major consideration in setting the salary range. 
FISCAL IMPACT:
Any adjustment to salary can be covered by existing appropriations for this fiscal year.

Attachments
RESOLUTION NO. -07

ESTABLISHING SENIOR MANAGEMENT ANALYST JOB CLASSIFICATION AND SALARY RANGE, AND AMENDING THE MANAGEMENT COMPENSATION PLAN

WHEREAS, the City has a need to foster professional development and provide incentives for retention of its workforce; and

WHEREAS, the City wishes to establish the Senior Management Analyst job classification as recommended by the Civil Service Commission at its December 14, 2006 meeting; and

WHEREAS, the recommended salary range for the position is $6,540 to $8,350; and 

WHEREAS, the Management Compensation Plan will be amended to allow flexing from Management Analyst to Senior Management Analyst.

NOW, THEREFORE, BE IT RESOLVED that the City Council of the City of Martinez establishes the Senior Management Analyst job classification and salary range and amends the Management Compensation Plan as reflected in the attached staff report.

* * * * * *

I HEREBY CERTIFY that the foregoing is a true and correct copy of a resolution duly adopted by the City Council of the City of Martinez at a Regular Meeting of said Council held on the 17th day of January 2007 by the following vote:

AYES:


NOES:

ABSENT:

RICHARD G. HERNANDEZ, CITY CLERK






CITY OF MARTINEZ


December 2006
SENIOR MANAGEMENT ANALYST

Definition

Under general direction, the Senior Management Analyst performs a wide variety of highly responsible and complex technical, confidential, administrative and analytical work; manages citywide and specialized projects and programs; oversees administrative processes, procedures and programs; performs a wide variety of research; conducts analytical studies of administrative, organizational, and operational issues; evaluates impact of new or proposed legislation; directs and coordinates administrative operations; and performs other related work as assigned.

Distinguishing Characteristics

This classification is an advanced professional level position in the Management Analyst series.  The position is distinguished from Management Analyst by its increased level of responsibility and independence, and the degree of experience required.  The position is responsible for managing projects and programs of considerable size, difficulty, and complexity.  Incumbents will demonstrate a full understanding of applicable policies, procedures, and work methods associated with assigned duties which enables them to use independent judgment and be capable of carrying out work with little guidance or supervision.  The position may supervise or approve the work of consultants and contractors.  In addition, the position will research, analyze, prepare and present reports, and deal with a wide variety of public agency issues that may be sensitive or confidential in nature. 

Representative Duties

· Manage projects and programs of considerable size, difficulty, and complexity.

· Conduct highly complex research, including policy and legislative analysis.

· Prepare and present reports both within the City organization and to external bodies and organizations which present and interpret data, identify alternatives, and propose options and recommendations.  Assist in the implementation of solutions to identified problems.

· Participate in the preparation and administration of assigned budget(s); maintain and monitor appropriate budgeting controls. 

· Analyze and monitor legislation and regulatory controls, and ensure compliance with local, State and Federal requirements; prepare and file government-mandated reports in accordance with associated regulations and funding agency requirements in a timely manner.

· Administer and monitor a variety of contractual services, leases and agreements; review, negotiate, and coordinate the finalization of contracts/agreements; monitor timelines, progress and quality of performance.

· Conduct studies for organizational and administrative issues; review and analyze processes, procedures, and work methods; develop funding proposals, policy alternatives, and strategies; prepare and present reports and recommendations.

· Maintain financial and administrative processes and records; develop recommendations for establishing policies and procedures and assist in the implementation of process improvements.

· Assist in the preparation of ordinances and other supporting program documents; prepare and monitor program grants and related proposals.

· Establish and maintain positive working relationships with representatives of community organizations, state and local agencies and associations, City management, staff, and the public.

· Perform related duties as assigned.

Minimum Qualifications

Education/Experience

Requires any combination of education and experience that would likely provide the required knowledge, skills and abilities.  A typical way to obtain the knowledge and abilities would be:

A Bachelor’s degree from an accredited college or university with major course work in public administration, business administration or a related field; and

Five years of increasingly responsible analytical and general management experience at a professional level, with a minimum of two years in a local government or public agency.  At least one year of supervisory experience is desirable.

License:

Must possess a valid State of California driver’s license throughout employment.

Knowledge/Abilities/Skills

Knowledge of:

Local government principles, policies, rules, regulations and procedures.

Principles and methods of public and business administration.

Independent methods of research, program analysis and report preparation.

Local government organizational structure and program responsibilities.

English usage, spelling, grammar and punctuation.

Principles of budget development.

Principles and methods of project management and program development.

Modern office procedures, methods and computer hardware and software, including word processing and spreadsheet applications.

Strong organizational, administrative and analytical skills.

Records management principles and practices.

Basic accounting, statistical and business administration concepts.

Ability to:

Lead complex cross-functional projects and programs with minimal direction.

Understand, interpret and apply rules, regulations and procedures.

Interpret new legislation and determine its impact on the organization, and develop new policy and procedures to reflect legislative changes.

Coordinate and supervise the work of other professionals as required in managing special projects.

Research, compile, and analyze complex and sensitive information.

Communicate clearly and concisely, orally and in writing, and make effective presentations.

Handle difficult and sensitive situations in a diplomatic and confidential manner.

