
  

 

 

 
 

 

 

 

  

 

 

ANNOUNCES AN OPEN RECRUITMENT FOR: 
 

ADMINISTRATIVE ANALYST I, II 
Application Deadline:  October 4, 2021 

 

Term Limited Position ending 06/30/2023 

Primarily assigned to the ELC Grant 

 

DEPARTMENT:  Health and Human Services  

LOCATION:   Countywide 

SALARY:   Administrative Analyst I    Range 68  $4714  $4951  $5197  $5451  $5728** 

    Administrative Analyst II   Range 70  $4943  $5194  $5450  $5726  $6012** 

    (The above monthly salaries are paid over 26 pay periods annually.) 

 
 

**BENEFITS: CalPERS Retirement System: Existing ("Classic") CalPERS members as of January l, 2013, (2% at 55)- 

Inyo County pays employee contribution for current CalPERS members; new CalPERS members hired after January 1, 

2013 (2% at 62) will be required to pay employee portion of retirement. Medical Plan - Inyo County pays a portion of 

employee and dependent monthly premium on PERS medical plans; 100% of employee and dependent monthly premium 

paid for dental and vision; $20,000 term life insurance policy on employee. Vacation - 10 days per year during the first three 

years; 15 days per year after three years; 1 additional day for each year of service after ten years to a maximum of 25 days 

per year.  Sick leave - 15 days per year. Flex (personal days) - 5 days per fiscal year.  Paid holidays - 11 per year. 

 

DEFINITION: Under general supervision, performs a variety of administrative, organizational, budgetary, 

accounting, data analysis, and statistical work. Current vacancy is for an Administrative Analyst in Health and 

Human Services Fiscal Division.  

 

ESSENTIAL JOB DUTIES: 

Administrative Analyst I- This is the entry-level position which includes increased supervision. Works closely 

with the HHS Administration's Management Analyst and Analyst Team to perform a variety of complex 

administrative, organizational, budgetary, accounting, and statistical work; researches, writes, monitors, and 

administers a variety of grants; works with the public; monitors, maintains, and organizes training and other 

records; prepares budget documents; prepares and presents comprehensive reports and recommendations; assists 

in the development and implementation of various State mandated programs, and performs the necessary duties 

required by those programs. Analyzes data, trends, and impacts in relation to program service requirements and 

service delivery; provides accounting, collections, and related financial documents; works closely with federal, 

state, county, and city personnel and departments; provides public information and makes public presentations as 

needed; attends out-of-county training, seminars, and meetings as required; and performs other duties as 

assigned. 

 

The Administrative Analyst oversees and participates in the day-to-day monitoring and compliance operations in 

assigned department/division. The Administrative Analyst may also be responsible for performing professional 

level analytical duties involving general administrative, staff development, fiscal, and/or program analytical 

work. Incumbents gather, tabulate, analyze, and chart data; interview and consult with departmental officials, 

employees, and others to give and receive information; prepares reports and makes recommendations on 

procedures, policies, and program/functional issues and alternatives; makes decisions in financial, and other 

administrative systems of average to difficult complexity; prepares correspondence; and performs other related 
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duties as assigned. The Administrative Analyst may supervise clerical and/or technical employees in the 

implementation of budget processing, accounting, financial reporting, contract monitoring, specialized 

programmatic activities, and/or other related services and functions. They may also independently perform 

  

client home visits and interviews, facilitate focus groups, develop surveys, or identify evidence-based practices 

and evaluation tools. 

 

Specific duties will vary with the organizational unit to which assigned. Selected positions within the County of 

Inyo may be allocated to this job series in the performance of any one of the following designated areas of 

responsibility on a department-wide basis: 

 

Personnel: Under supervision of the Personnel Officer, performs a wide variety of administrative, technical, and 

professional work in support of a centralized personnel system, including recruitment and selection, 

classification, compensation, benefits administration, and employee relations; and performs related duties as 

required. 

 

Payroll: Under direction of the Auditor-Controller, independently maintains and processes payroll records and 

reports for accounting of salaries and wages, accruals, deductions, and other payroll functions for the County, 

Special Districts, and the Courts. 

 

Health and Human Services: Works with State agencies, local organizations, and HHS division leadership on 

analysis, compliance, monitoring, outcomes, budgets, and collections, which may include, but not limited to: 

attendance at workshops, document preparation, program development and evaluation, negotiations, directing 

staff in daily accounting and/or analysis duties, preparation of necessary monthly, quarterly, and yearly 

documents, and perform related duties as required. Works with HHS Administration in the development and 

implementation of various programs, and performs the necessary duties required by those programs. Analyzes 

data and outcomes in relation to program service requirements and service delivery. 

 

Administrative Analyst II - In addition to the essential job duties noted above for Administrative Analyst I, 

may receive limited supervision within a broad framework of policies and procedures and may be assigned more 

complex tasks and work at a more independent level performing duties for which guidelines have been 

established. 

 

EMPLOYMENT STANDARDS 

Education/Experience: 

Administrative Analyst I - Equivalent to graduation from a four-year college or university with major 

coursework in business or public administration, management, or closely related field with knowledge and 

understanding of governmental grant administration and monitoring being highly desirable; OR six years of 

office or program administrative experience including prior supervisory experience. Experience working in a 

governmental agency is preferred. 

 

Administrative Analyst II - Must meet all qualifications for Administrative Analyst I above; plus one 

additional year of administrative and analytical experience, preferably within a local government environment, 

involving grant administration and monitoring or the collection, compilation, and analysis of financial, 

budgetary, or administrative data. 

 

Knowledge of: Administrative techniques including the principles of organization, accounting, budget, and 

organizational analysis; budgetary procedures and practices; basic principles of administration; research methods 

and techniques; methods of report preparation; modem office procedures, methods, and equipment, including 

computer software and hardware, particularly as related to budgetary and statistical analysis. 

 

Ability to: Collect, evaluate, and interpret varied information and data, either in statistical or narrative form; 

coordinate multiple projects and meet critical deadlines; prepare clear, concise and complete reports and other 

written materials on a variety of financial, budgetary, and administrative issues; maintain accurate records and 

files; perform detailed analysis and administrative work involving the use of independent judgment and personal 

initiative; analyze problems, identify alternative solutions, project consequences of proposed actions, and 

implement recommendations in support of goals; work cooperatively with those contacted in the course of work. 



Physical ability to sit for prolonged periods of time, stand, twist, lift, and carry up to 25 pounds; climb and 

descend stairs; frequent telephone use. 

  

 

Special requirements: Must possess a valid California Driver's License; must successfully complete a pre 

employment background check. 

 

SELECTION: Selection procedures will be determined by the number and qualifications of applicants and may 

include a qualification screening, skills examination, and oral interview. 

 

APPLICATION: Applications must be received in the Personnel Office, P.O. Box 249, Independence, CA 

93526, no later than 5:00 p.m. on October 4, 2021. (postmarks not accepted). Must apply on Inyo County 

application form. A cover letter and/or resume will be accepted in addition to the application form but will not 

serve as a substitute for a completed application. It is not acceptable to complete the application with statements 

like "See/Refer to Resume" or "See Attached". Incomplete applications will not be processed. Applications may 

be faxed to meet the deadline-original application with original signature must be mailed. 

 

THIS RECRUITMENT WILL ESTABLISH AN ELIGIBILITY LIST THAT MAY BE USED FOR ONE 

YEAR IN FILLING COUNTY-WIDE VACANCIES THAT MAY OCCUR IN THIS JOB 

CLASSIFICATION AND SALARY RANGE. 

 

REASONABLE ACCOMMODATION FOR INDIVIDUALS WITH QUALIFYING DISABILITIES: Inyo 

County will make reasonable efforts in the examination process on a case-by-case basis to accommodate persons 

with disabilities. If you have special needs, please contact (760) 878-0295 prior to the examination process. 

 

CITIZENSHIP/IMMIGRATION STATUS: Inyo County hires only U.S. citizens and lawfully authorized non-

citizens in accordance with the Immigration Reform and Control Act of 1986. 

 

The County of Inyo has work sites located throughout Inyo County in the Owens Valley (Independence, Bishop, 

Lone Pine, Big Pine, and Olancha) and Death Valley area (Death Valley, Shoshone, and Tecopa). All positions 

are considered Countywide positions. Positions are assigned to a work site based upon the needs of the County. 

Positions may be temporarily or permanently reassigned to another work site as deemed necessary by the 

Department Head and/or County Administration. 


