Victor Valley Wastewater Effective Date:
Reclamation Authority July 1, 2026

MANAGEMENT ANALYST

Salary Range: 56
FLSA: Exempt

Class specifications are intended to present a descriptive list of the range of duties performed by employees
in the class. Specifications are not intended to reflect all duties performed within the job.

SUMMARY DESCRIPTION

Under general direction, performs advanced administrative, financial, analytical, and program management
duties in support of assigned departmental operations. Coordinates special projects, conducts
organizational and operational analyses, assists with budget administration, contract management, public
works coordination, policy development, and strategic initiatives, and provides technical and administrative
support to management staff. Reports to the Director of Finance or designee.

REPRESENTATIVE DUTIES

The following duties are typical for this classification. Incumbents may not perform all of the listed duties
and/or may be required to perform additional or different duties from those set forth below to address
business needs and changing business practices.

¢ Oversee insurance and other assigned programs and administrative support functions, working
closely with other department staff, external insurance carriers, and appraisers.

e Participate in the development and implementation of new or revised programs, systems,
procedures, and methods of operation with internal teams and external stakeholders to ensure
alignment.

e Compile and analyze data and make recommendations regarding equipment and facility needs.
Assist in drafting and implementing policies and procedures through regular communication with
affected departments.

e Assist in the preparation of ordinances and other supporting program documents, collaborating
directly with department heads and external consultants as needed.

e Participate in the preparation and administration of assigned operating and capital budgets;
maintain and monitor appropriate budgeting controls while routinely engaging with departmental
heads and member agencies' staff.

e Collect, compile, and analyze information from various sources on a variety of specialized topics,
including complex financial, budget, or administrative issues or questions.

e Prepare comprehensive technical records and reports to present and interpret data, identify
alternatives, and make and justify recommendations.

e Conduct surveys and perform research and statistical analyses on administrative, fiscal, personnel,
and operational problems or issues.

o Direct the work activities of assigned technical and administrative support personnel; prioritize and
coordinate work assignments; review work for accuracy; recommend improvements in workflow,
procedures, and use of equipment and forms.

e Serve as a liaison with employees, public and private organizations; represent the Authority in a
variety of community groups, boards, commissions, State and Federal agencies, and other
organizations.

e Provide information and assistance to the public regarding the assigned programs and services;
receive and respond to complaints and questions relating to the assigned area of responsibility

e Review problems and recommend corrective actions.

o Participate in special projects, including research of new programs and services, budget analysis
and preparation, and feasibility analyses.
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Provide training in various areas to department employees, including updated rules and laws, and
other areas as required.

Attend meetings as a representative for the assigned department.

Assist in contract negotiations; monitor compliance with applicable contractual agreements.
Prepare and monitor program grants and related proposals.

Coordinates and oversees public works bidding and compliance activities, including DIR reporting,
bid advertisements, contractor documentation, and compliance with applicable public contracting
requirements.

Assists in conducting pre-bid meetings, job walk-throughs, bid evaluations, and administrative
activities necessary to advance projects through award and implementation.

Perform related duties and responsibilities as assigned.

Communicate effectively and establish and maintain effective working relationships with others.
May be required to work outside of normal business hours, including evenings or weekends, as
operational needs require

Employees are considered disaster service workers as defined by the California Government Code
and may be required to respond to emergencies that impact public health, safety, or the Authority’s
operations. This includes call-back, extended work hours, and assignment to emergency duties as
needed.

QUALIFICATIONS

The following generally describes the knowledge and ability required to enter the job and/or be learned
within a short period of time in order to successfully perform the assigned duties.

Knowledge of:

General principles and practices of municipal government management.

General principles and practices of municipal government budget preparation and administration.
Principles of lead supervision and training.

Organizational and management practices as applied to the analysis, evaluation, development,
and implementation of programs, policies, and procedures.

Pertinent Federal, State, and local laws, codes, and regulations. Research and reporting methods,
techniques, and procedures.

Sources of information related to a broad range of municipal programs, services, and
administration. Public relations techniques.

Modern office procedures, methods, and computer equipment.

Principles and procedures of record keeping.

Safe driving principles and practices.

Advanced principles and practices of public administration.

Government, governing body, and legislative processes.

Principles and practices of budget preparation and administration.

Current social, political, and economic trends and operating problems of wastewater agencies.
Advanced principles and practices of organization, management, and supervision.

Principles and practices of strategic planning.

Methods of analyzing, evaluating, and modifying administrative procedures.

Decision-making techniques.

Principles of effective public relations and interrelationships with community groups and agencies,
private businesses and firms, and other levels of government.

Advanced interpersonal relations skills.
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Principles and practices of program development and administration.
Methods and techniques of research, statistical analysis, and report preparation and presentation.
Principles of business letter writing.

Ability to:

Must adhere to all VWVWRA Personnel Rules and Regulations and behave in a manner in
accordance with the VVWRA Core Values.

Analyze operational, financial, and administrative data to identify trends, evaluate alternatives, and
support strategic decision-making.

Research, analyze, and evaluate programs, policies, and procedures.

Prepare clear and concise correspondence and reports on a variety of financial, budgetary, and
administrative issues. Understand the organization and operation of the assigned department and
of outside agencies as necessary to assume assigned responsibilities.

Conduct research on a wide variety of administrative topics.

Organize and direct the work of assigned staff.

Perform responsible and difficult administrative work involving the use of independent judgment
and personal initiative.

Effectively administer a variety of departmental programs and administrative activities.

Plan, organize, and carry out assignments from management staff with minimal supervision and
direction.

Interpret and apply Federal, State, and local policies, procedures, laws, and regulations.

Develop and administer assigned budgets.

Interpret and apply administrative and departmental policies and procedures.

Communicate clearly and concisely, both orally and in writing.

Establish, maintain, and foster positive and harmonious working relationships with those contacted
in the course of work.

Ability to design and conduct group sessions to meet intended outcomes.

Work with diverse group members and maintain constructive participation.

Work with leadership to provide recommendations for changes to organizational design that would
increase the effectiveness and accomplishment of organizational goals.

Ability to supervise staff within the department to meet all goals.

Assess team effectiveness and design interventions to increase the group's ability to accomplish
its purpose and goals.

Build partnerships among individuals who share common goals.

Develop, direct, and lead the overall company’s Organizational Development function and OD
initiatives, including the company’s key learning and people development processes.

Read, analyze, and interpret general business periodicals, professional journals, technical
procedures, or governmental regulations

Write reports, business correspondence, and procedure manuals.

Effectively present information and respond to questions from employees, board members, and the
general public.

Be willing and able to carry a cell phone at all times while on duty.

Work regular hours of the approved VVWRA alternate work schedule as well as non-regular hours,
including evenings, weekends, and holidays if necessary. Employee is expected to work whatever
hours are necessary to accomplish the responsibilities and the duties of the job.
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EDUCATION AND EXPERIENCE

Any combination of education and experience that would likely provide the required knowledge and abilities
is qualifying. A typical way to obtain the knowledge and abilities would be:

e Bachelor’'s degree with coursework in accounting, public or business administration, or a related
field

e Minimum of five years of professional staff experience, preferably in government, or equivalent
combination of education and experience.

PHYSICAL DEMANDS AND WORKING ENVIRONMENT

The conditions herein are representative of those that must be met by an employee to successfully perform
the essential functions of this job. Reasonable accommodations may be made to enable individuals with
disabilities to perform the essential job functions.

Environment:
Work is typically accomplished in a moderate noise environment

Physical:

Incumbents require sufficient physical ability to work in an office setting; stand or sit for prolonged periods
of time; operate office equipment, including the use of a computer keyboard; push, pull, lift, and/or carry
light amounts of weight.

Vision:
See in the normal visual range with or without correction; vision sufficient to read computer screens and
printed documents; and to operate assigned equipment.

Hearing:
Hear in the normal audio range with or without correction.

VVWRA is an equal opportunity employer. All applicants will be considered for employment without
attention to race, color, religion, sex, sexual orientation, gender identity, national origin, veteran, disability
status, or any other protected classification.
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