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DEFINITION

Performs journey level management analysis work involving the evaluation of managerial procedures and
practices and the development of recommendations for improvement; performs related work as required.

The Work Examples and Competencies listed are for illustrative purposes only and not intended
to be the primary basis for position classification decisions.

WORK EXAMPLES

Furnishes advice and assistance to administrators and managers regarding management implications of
proposed programs, the accomplishment of work or proposed revisions in programs for which the agency
or organizational unit is responsible; advises program personnel in such areas as setting up work controls
and operating procedures, delegation of authority, organizational patterns and related matters.

Assists officials in developing management improvement programs; conducts studies and prepares
recommendations for policies and procedures to be followed.

Reviews operations and identifies areas where studies should be made; takes initiative in promoting the
scheduling of such surveys by staff and operating division.

Studies methods and procedures currently used in major program or organizational units; interviews
personnel, secures factual data, researches appropriate legislation, directives and regulations; develops
new or revised procedures, forms, manuals, and other management tools to implement changes, tests
installation of procedures and forms; prepares technical reports, negotiates approval of
recommendations, consults with concerned personnel and follows up to determine compliance.

Controls the systematic retention, transfer, retirement or disposal of agency records.

COMPETENCIES REQUIRED
Knowledge of management practices, theories, techniques, and methodology.
Knowledge of the principles and practices of public administration and general services administration.

Knowledge of the application and uses of modern office procedures and equipment, including electronic
data processing equipment.

Knowledge of the current literature trends and developments in the field of management analysis.
Ability to plan, direct and coordinate the work of others.

Ability to express ideas effectively, orally, and in writing.

Displays high standards of ethical conduct. Refrains from dishonest behavior.

Works and communicates with all clients and customers providing quality professional service.

Displays a high level of initiative, effort, attention to detail and commitment by completing assignments
efficiently with minimal supervision.

Follows policy, cooperates with supervisors and aligns behavior with the goals of the organization.

Fosters and facilitates cooperation, pride, trust, and group identity and team spirit throughout the
organization.

Exchanges information with individuals or groups effectively by listening and responding appropriately.
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EDUCATION, EXPERIENCE, AND SPECIAL REQUIREMENTS

Graduation from an accredited college or university with a Bachelor's Degree and two years of full-time
experience in progressively responsible management analysis work;

OR

an equivalent combination of education and experience substituting one year of management analyst
work experience for each year of the required education;

OR

an equivalent or a combination of education and experience, substituting fifteen semester hours of
graduate level course work in business administration, industrial management, statistics, natural science
or closely related fields for each six months of the required management analysis work experience;

OR

employees with current continuous experience in the state executive branch that includes experience
equal to twelve months of full time work as a Management Analyst 1.

NOTE:

Designated positions in this job class at the Department of Public Defense will require that applicants be
eligible for, and obtain, a Secret or above government security clearance. Successful applicants must
acquire a government vehicle operator’s license within thirty days of employment.
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