
Page 1 of 4 Administrative Analyst I, II Classification Description 

The City of Wildomar 

CLASSIFICATION DESCRIPTION 

Class Title:  Administrative Analyst I, II 

Pay Grade: 13 (I) & 17 (II)

Effective:  November 14, 2012 

Department:  Various
Class:  General, Non-Exempt 

Revised: August 20, 2021

GENERAL PURPOSE 

Under general supervision, these positions perform a variety of entry-level to high-
level professional, analytical, and administrative work. Assignments are more varied 
and are performed with greater independence as an Administrative Analyst II than 
those assignments undertaken by the Administrative Analyst position. Provides 
general organization analysis and maybe assigned to any department within the City 
to perform specific tasks as requested. 

DISTINGUISHED CHARACTERISTICS 

Administrative Analyst I 

This position performs entry-level to moderate-level professional, analytical, and 
administrative work. As experienced is gained, assignments are more varied and are 
performed with greater.   Provides general organization analysis and maybe assigned 
to any department within the City to perform specific tasks as requested. 

Administrative Analyst II 

This is the full journey level class within the Administrative Analyst series.  Employees 
within this class are distinguished from the Administrative Analyst I by the 
performance of the full range of duties as assigned. This position performs entry-level 
to high-level professional, analytical, and administrative work. Assignments are more 
varied and are performed with greater independence than those undertaken by the 
Administrative Analyst I position.  Employees at this level receive only occasional 
instruction or assistance as new or unusual situations arise and are fully aware of the 
operating procedures policies within the work unit. Provides general organization 
analysis and maybe assigned to any department within the City to perform specific 
tasks as requested. Administrative Assistant I incumbents are eligible to progress to 
the II level after 12 months of successful performance and upon completion of the 
department training plan. Positions in this class are flexibly staffed and are normally 
filled by advancement from the I level or when filled from the outside require prior 
work experience. 

ESSENTIAL DUTIES AND RESPONSIBILITIES 
(The following is used as a partial description and does not restrict the duties required.) 
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• Coordinates, prepares, oversees and performs professional-level 
administrative work in such areas as budget development, financial 
administration and reporting, revenue allocation, purchasing, contract 
administration, management analysis, information technology, public 
information and program evaluation.

• Prepares, monitors and reconciles a variety of budgets, contracts, grant 
funded and/or state-or federal-funded programs which require adherence to 
regulations, policies and procedures.

• Allocates project or program appropriations, expenses and revenues to 
specific budget centers; prepares periodic reports regarding income and 
expenses; confers with internal and external auditors to ensure all program 
guidelines are met.

• Conducts analytical studies regarding department operations, administrative 
problems, policies and procedures; contacts other organizations for 
information, makes recommendations and implements policy and procedural 
changes after approval.

• Evaluates policies and procedures and recommends and implements 
changes to improve efficiencies or ensure compliance with guidelines, laws, 
or regulations.

• Explains program requirements and procedures to clients, service providers, 
employees, the public and representatives of other organizations; distributes 
informational materials as requested.

• Gathers information supporting recommendations of equipment and service

purchases.

• Participates on a variety of interdisciplinary committees and commissions 
and represents the City on programmatic issues to a variety of community 
and stakeholder groups.

• Serves as staff liaison to advisory bodies to Council or ad hoc committees.

• Prepares and submits City Council agenda reports, resolutions, ordinances 
and correspondence regarding assigned activities.

• Communicates orally, in writing, or through graphic representations and 
statistical summaries with colleagues, managers, employees, the public, 
organized employee groups, and representatives of various organizations.

EMPLOYMENT STANDARDS 

Knowledge of: 

• Principles of public administration.

• Principles and procedures of budgetary systems including fiscal tracking and
reporting.
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• Practices for gathering, compiling and summarizing fiscal and program 
information from a variety of internal and external sources. 

• Computer applications related to the work, including word processing, 
spreadsheet, website and database applications. 

• Principles of project management. 

• Applicable federal, state, and local laws and regulations. 

• Principles of customer service. 

• Principles of community relations. 

• Facilitation skills. 

 
Ability to: 

• Use proper grammar, proofreading, editing, and writing. 

• Conduct a variety of studies, evaluate alternatives and prepare 
recommendations for operational or procedural changes. 

• Prepare, track and reconcile a variety of budgets, grant-funded or state-or 

federal-funded programs and ensure adherence to both City and federal, state 

or grant regulations, policies and procedures. 

• Performs difficult, complex, technical and/or specialized office support 
work, which requires the exercise of independent judgment, the 
application of technical skills and a detailed knowledge of the activities and 
procedures specific to the Department. 

• Researches and assembles information from a variety of sources for the 
preparation of reports or completion of forms; uses spreadsheets and makes 
arithmetic and statistical calculations. 

• Arranges for meetings by scheduling rooms, notifying participants, 
preparing agendas and ensures that information is compiled and 
duplicated; may prepare summary or action minutes of such meetings. 

• Prepares information regarding agendas and meetings and updates the 
City's web pages with this material; uses graphics software to prepare 
brochures, newsletters, certificates and a variety of similar communications 
documents. 

• Maintains records in accordance with rules governing the City's records 
management, retention and disposal program. 

• Proofreads materials for accuracy, completeness, compliance with 
departmental policies, formatting and correct English usage, including 
grammar, punctuation and spelling. 

• Attends a variety of meetings and works on a variety of interdisciplinary 
committees formed to deal with a variety of City-wide and community-wide 
issues. 

• Operates standard office equipment, including job-related computer hardware 
and software applications, facsimile equipment and multi-line telephones; may 
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operate a two-way radio or other department-specific equipment. 

• Establish and maintain effective working relationships with those 
contacted in the course of the work. 

• Work in a team atmosphere and participate on a variety of departmental and 
City-wide committees to enhance the provision of all City services. 

• Use specialized software related to the department to which assigned, 
including database management, graphics and publication production and 
departmental website maintenance. 

• Work occasional evening or off-hour shifts that may be required. 

 

 
DESIRED MINIMUM QUALIFICATIONS 

Education and Experience: 

 

Administrative Analyst I 

• Graduation from a four-year college or university with major coursework in 
business, public administration, accounting, economics or a field related to the 
work. 

 

Administrative Analyst II 

• Graduation from a four-year college or university with major coursework in 
business, public administration, accounting, economics or a field related to the 
work. 

And 

• Three years of experience performing increasingly responsible 
administrative, analytical, and/or program management duties, preferably in 
a municipal government setting. 

Or 

• An equivalent combination of education and experience. 

 
SPECIAL REQUIREMENTS 

A valid California driver's license for equipment to be operated. 
 

TOOLS AND EQUIPMENT USED 

Personal computer including word-processing/spreadsheets, data software; 
telephone; fax machines; and electronic copiers. 

 

PHYSICAL DEMANDS 

The position is sedentary oriented. The job may require traveling by car.  Physical 
demands include occasional lifting to 25 pounds, walking, some bending, stooping and 
squatting.  Environment is generally clean with limited exposure to conditions such as 
dust, fumes, orders, or noise. 



Class Title: Administrative Analyst I, II      Department: City Clerk’s Office 

Pay Grade: 13 (I) & 17 (II)      Class: General, Non-Exempt 

Effective: November 14, 2012      Revised: April 14, 2021 

 

 

SUPPLEMENTAL JOB DESCRIPTION INFORMATION 
 

The City Clerk's Administrative Analyst I/II job position will assist with the following 

assignments:  

 

• Prepare and post City agendas and Clerk the Planning Commission and 

Committee Meetings 

 

• Provide support and serve as back up for the City Clerk for the City Council 

Meetings 

 

• Prepare and post agendas for Council Subcommittee Meetings 

 

• Provide support in managing the City’s Records Management system 

 

• Record documents with the County recorder on behalf of City departments 

 

• Provides assistance with Contract Management 

 

• Assist City departments with processing Public Notices and mailing of the Public 

Notices 

 

• Coordinate Public Records Requests 

 

• Provide other support to the City Clerk's office/projects as needed 

 




