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STAFF SERVICES ADMINISTRATOR 

 

DEFINITION 

 

This classification is responsible for planning, directing, evaluating, participating in, and 

supervising the work of administrative and technical support staff and/or for performing 

the more complex administrative and technical work within the assigned discipline 

(General/Administrative, Staff Development, Personnel, or Fiscal). 

 

DISTINGUISHING CHARACTERISTICS 

 

Positions allocated to this classification are either the highest working-level classification 

that is responsible for the unusually difficult and complex staff services assignments or 

are the first-level supervisory class in the Staff Services Analyst series. Incumbents who 

supervise also have responsibility for a staff support services unit such as payroll, staff 

development, fiscal, or general administrative. Positions allocated to this class based 

upon complexity of assignment perform analyst work at the highest level requiring the 

ability to work with a high degree of independence on problems, issues, and subjects that 

have a wide ranging organizational impact. 

 

The Staff Services Administrator is distinguished from the Senior Staff Services Analyst 

in that Analysts do not provide direct supervision over other staff and by the level of 

assignment complexity and difficulty.  This class differs from Staff Services Manager in 

that some Administrators provide supervision but not over a major administrative 

function as the Managers are responsible for. 

 

 

SUPERVISION RECEIVED AND EXERCISED 

 

General supervision is provided by a higher-level management position. The Staff 

Services Administrator may directly supervise Staff Services Analysts and other staff. 

 

 

EXAMPLES OF DUTIES 

 

 Depending upon assignment, duties may include, but are not limited to, the following: 

 

• Supervise, train, direct, hire, discipline, and evaluate assigned staff including Staff 

Services Analysts. 

• Supervise and participate in or perform the more difficult and complex work of a unit 

of professional, technical, and clerical staff support engaged in the review and 

analysis of departmental operations, policies, and procedures; supervise and 

participate in the preparation and monitoring of contracts executed by the department; 

and supervise and participate in the preparation of major departmental reports such as 

the comprehensive annual plan and departmental data processing plans.   
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• Assign, coordinate, schedule, and review the work of subordinate staff members; 

make recommendations regarding the hiring and disciplining of staff.   

• Gather and study data regarding department operations; review and analyze 

organizational studies, policies, and procedures, budgetary requirements, personnel 

management practices, and other aspects of agency operations; prepare reports, and 

make recommendations on departmental policies, procedures, and operations.   

• Review and analyze legislation, state mandated regulations and procedures and 

relevant court decisions to determine impact on departmental operations; make 

recommendations for necessary actions.  

• Represent the department in meetings with personnel from other agencies. 

• Compile and analyze data and make recommendations on the formulation of policy 

and procedures, and staffing and organizational changes. 

• Conduct surveys and perform research and statistical analyses on administrative, 

fiscal, personnel, and operational problems. 

• Participate in the installation of new and revised programs, systems, procedures, and 

methods of operation. 

• Coordinate complex and difficult activities and work related to assigned discipline. 

• Compile materials and assist in the preparation of budgets, reports, manuals, and 

publications. 

• Assist in the design and implementation of systems and forms for use in operations. 

• Respond to complaints and requests for information. 

• Assist in the coordination of departmental activities between divisions, with the 

County, and with outside agencies. 

• Represent the department as assigned in committee meetings. 

• Work with departments and employees on human resources problems, staffing/ 

organizational needs, and the interpretation of human resources policies and 

procedures. 

• Participate in special projects as assigned. 

• Develop curriculum and conduct training sessions and workshops. 

• Perform related duties as assigned. 

 

Knowledge of 

 

• General principles of public administration; principles and practices of assigned areas of 

specialization including personnel administration, accounting, budgeting, staff 

development, data processing, or program analysis. 

• Principles and practices of effective supervision.  

• Governmental functions and organization. 

• Principles and practices of the assigned discipline (General/Administrative, 

Personnel, Staff Development, or Fiscal) 

• Principles and practices of organization and public administration. 

• Research techniques, methods, and procedures. 

• Methods of reporting information.  
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Ability to  

 

• Plan, organize, direct, and review the work assigned to staff in the unit. 

• Select, train, supervise, evaluate, and discipline subordinate staff. 

• Collect, interpret, and evaluate narrative and statistical data pertaining to fiscal and 

management matters. 

• Provide verbal and written technical direction to others. 

• Communicate effectively in writing in order to prepare a variety of reports, 

correspondence, and memoranda,  

• Properly interpret and make decisions in accordance with appropriate laws, rules, and 

policies. 

• Communicate clearly and concisely. 

• Review organizational and administrative problems, and recommend and implement 

an effective course of action. 

• Identify problems and central issues. 

• Establish effective working relationships. 

• Work independently. 

 

Experience and Education 

 

One of the following qualification patterns would be considered minimally qualifying: 

 

1. One year of experiences in the Interagency Merit System as a Senior Staff services 

Analyst or two years of experience as a Staff Services Analyst II. 

 

 

2. Depending upon the position recruited for, three years of professional administrative 

experience in one of the specified disciplines (General/Administrative, Personnel, 

Staff Development, or Fiscal), AND, a bachelor’s degree from an accredited college 

or university (an additional two years of qualifying experience may substitute for the 

required education). 

 

 


