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Classification Specification
	

	
	2810200

	
	ADMINISTRATOR II



Class Summary

The responsibilities of this classification include a broad and varied range of administrative services such as personnel, budget, problem solving, program development and administration functions for a unit, section, division or department. Typically, these administrative services are limited to the incumbent’s assigned work unit with minimal projects or assignments crossing division or department lines. This is a fully proficient professional classification and work is performed independently with minimal supervision.
Distinguishing Characteristics

This is the second level within a four-level Administrator classification series. This classification is distinguished from the next level in that incumbents manage projects and assignments within the unit, division or department and make decisions within established guidelines, while incumbents at the Administrator III level provide greater technical expertise and may make decisions outside of established guidelines. Some incumbents may supervise the work of support and technical staff. This classification is distinguished from the Project/Program Manager series in that the work is more administrative in nature than that performed by Project/Program Managers and is performed in support of multiple units or sections, while the Project/Program Manager series is directed to specific projects or programs. This classification series is distinguished from the Business and Finance Officer series in that this position calls for primary responsibility for other administrative functions such as personnel, contracting and purchasing, while the Business and Finance Officer series is primarily responsible for business and financial analysis, which typically would not include the above referenced administrative functions.

Examples of Duties (May vary by position)

1. Develop and coordinate programs or projects for assigned work unit.

2. Participate in strategic planning efforts and help develop and/or revise policies and procedures for assigned work unit.

3. Research and analyze financial data, including identifying revenues, expenditures and discrepancies and conducting some basic forecasting; prepare financial reports and make corrections within established parameters. 

4. Analyze and evaluate data for assigned research projects and technical systems, assess program models and prepare summary reports.

5. Interpret and provide management with information on current administrative policies and procedures and legislation.

6. Develop routine contract specifications, including scope of work.

7. Participate in planning and marketing and in providing business and support services for assigned work unit.

8. Develop and manage a project of limited scope within work unit.

9. Make presentations and respond to questions from community groups and the general public.

10. Prepare presentation materials and publications for internal use.

11. Provide lead direction to assigned staff on a project basis. 

12. Provide technical expertise to other internal staff on a limited basis.

13. Develop, implement and evaluate methods for monitoring existing and new administrative systems to support work activities at the unit, section, division and/or department levels.

14. Represent the work unit, division or department on internal and external committees or task forces.
15. Perform other duties as assigned.
Knowledge/Skills (May vary by position)

Knowledge of financial principles and practices
Knowledge of statistics
Knowledge of supervisory principles and practices
Knowledge of marketing techniques and principles
Knowledge of the legislative process
Interviewing skills
Communication skills (oral and written)
Interpersonal skills
Organizational skills
Collaboration skills
Documentation management skills
Problem solving and analytical skills
Project management skills
Facilitation skills
Mathematics skills
Basic research and information gathering skills
Budget development and analysis skills
Policy analysis skills
Skill in providing direction to others
Skill in the use of personal computers and word processing and spreadsheet software
Licensing, Certification and Other Requirements
Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.

	FLSA Designation
	Non-Exempt

	Levels within same series
	Administrator I, II, III and IV
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