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Position Title
Exam Number
Filing Type
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Filing End Time
Salary Type
Salary Minimum
Salary Maximum

Benefits
Information

Position/Program
Information

Essential Job
Functions

2725BR
Open Competitive Job Opportunity

Probation

PROGRAM ANALYST, PROBATION
F8638G

Open Continuous

08/02/2011

5:00 pm PST

Monthly

4832.00

6337.45

Non-Represented Employees

« Cafeteria Benefit Plan « Defined Contribution Retirement Plan «
Deferred Compensation & Thrift Plan + 11 Paid Holidays * Generous
Vacation and Sick Leave Benefits » Flexible Work Schedules

Analyzes and makes recommendations for the solution of highly
complex problems related to the planning, monitoring, or auditing of
Probation Department programs and participates in the
implementation of their solutions. Positions allocable to this class
report to higher level supervisors or managers and are responsible for
programs such as budgets, contracts, grants, and internal audits. The
Program Analyst, Probation provides highly specialized staff and
consultative services to management on technical, procedural, and
conceptual problems or concerns within their specialized areas of
expertise. Incumbents of the position must possess a thorough
knowledge of Probation Department functions and programs and have
the ability to effectively gather and synthesize data.

Utilizes extensive knowledge of departmental programs, goals,
objectives, and services delivered to assess the legal issues of
contracting, seek new sources of revenue, conceptualize innovative
new programs, initiate and draft new legislation, formulate revisions of
current programs to improve service levels and efficiency, and to
prepare, present and justify the department's annual budget request.
Provides main mission contract analysis to determine the legality,
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Requirements

Physical Class

License(s)
Required

Special
Requirement
Information

potential cost effectiveness and operational feasibility of contracting
with the private sector for services. Evaluates feasibility of proposed
contracting for special programs or services and drafts contractual
language; coordinates the development and monitoring of the
contract. Analyzes and makes recommendations for the solution of
problems related to budget planning, implementation and monitoring
for the major budgets assigned; participates with departmental
managers in budgetary planning; prepares necessary budget
documents regarding new and renewed programs for presentation to
the Chief Administrative Officer and Board of Supervisors. Provides
control of appropriations within approved budgets, develops and
justifies budget adjustments and pericdic allocation changes. Serves
as departmental liaison with the Chief Administrative Office analysts
and with other County departments in the preparation of departmental
budgets, fiscal agreements, and interdepartmental budget
negotiations. Performs management audits and organizational studies
to promote the optimum use of departmental resources. Reviews and
monitors ongoing special programs for compliance with contractual
agreements. Analyzes trends and forecasts, and makes
recommendations to management for long-range planning. Analyzes
existing and new legislation; recommends departmental position and
legislative priorites to management. Represents departmental
management on County and State-wide committees regarding justice
system programs, grants, budget, and contracting. Coordinates
program planning activities between the Probation Department and
other criminal justice system agencies. Analyzes financial aspects of
Probation programs including the impact on workload, employee
relations, and legislation. Prepares management reports, which reflect
program performance activities and statistical data. Develops and
implements data collection and program evaluation systems. Serves
as the department's legal consultant and County Counsel liaison;
advises management staff regarding legal matters affecting the
department; responds to subpoenas for records and
information. Supervises and coordinate the work of lower level staff
involved in gathering research data and preparing reports as needed.

APPLICATION MUST BE FILED ON -LINE ONLY, APPLICATIONS
WILL NOT BE ACCEPTED BY MAIL, FAX, OR IN PERSON.

SELECTION REQUIREMENTS:

Bachelor's degree from an accredited* college -AND- One year's
experience in a highly responsible staff capacity** at the level of the
County of Los Angeles class of Administrative Assistant 11i***
analyzing and making recommendations for the solution of problems
of organization, procedure, program, budget or personnel.

Physical Class |l — Light; Light physical effort which may include
occasional light lifting to a 10 pound limit, and some bending, stooping
or squatting. Considerable walking may be involved.

A valid California Class C Driver License or the ability to utilize an
alternative method of transportation when needed to carry out job-
related essential functions.

**Highly responsible staff capacity is defined as, staff experience at
the senior level with extensive knowledge of program related area,
processes and procedures, and experience in a specific subject
matter.

***In the service of Los Angeles County, an Administrative Assistant Il|
defines, analyzes, and makes recommendation for the solution of
highly complex operating, budgetary and finacing and other
management problems of a County department, and participates in
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Accreditation
Information

Examination
Content

Vacancy
Information

Eligibility
Information

Available Shift

Job Opportunity
Information
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the implementation of their solution.

In order to receive credit for any type of college degree such as a
Bachelor degree, you must include a legible copy of the official
transcrips, official letter from the accredited institution which shows the
are of specialization, or official certificates with you application.

Accreditation: *Accredited institutions are those listed in the publications
of regional, national or international accrediting agencies which are
accepted by the Department of Human Resources. Publications such as
American Universities and Colleges and International Handbook of
Universities are acceptable references. Also acceptable, if appropriate,
are degrees that have been evaluated and deemed to be equivalent to
degrees from United States accredited institutions by an academic
credential evaluation agency recognized by The National Association of
Credential Evaluation Services or the Association of International
Credential Evaluators, Inc. (AICE).

This examination will consist of an interview weighted at 100%. The
interview will assess education, experience, personal fitness and the
general knowlege and abilities to perform the duties of the position.

Candidates must achieve a passing score of 70% or higher on the
inteview in order to be added on the eligible register.

The resulting eligible register for this examination will be used to fill
vacangcies located in the Los Angeles County Probation Department.

The names of successful candidates receiving a passing grade in the
examination will be placed on the eligible register in the order of their
score group for a period of twelve (12) months following the date of
promulgation.

No person may compete in this examination more than once every
twelve (12) months.

Any

Employment Eligibility Information: Final appointment is contingent
upon verification of U.S. citizenship or the right to work in the United
States. Immigration law provides that all persons hired after November 6,
1988, are required to present original documents to the County, within
three (3) business days of hiring, which show satisfactory proof of: 1)
identity and 2) U.S. employment eligibility.

Social Security Act of 2004: Section 419 (c) of Public Law 108-203, the
Social Security Protection Act of 2004, requires State and local
government employers to disclose the effect of the Windfall Elimination
Provision and the Government Pension Offset Provision to employees
hired on or after January 1, 2005, in jobs not covered by Social Security.
The County of Los Angeles does not participate in the Social Security
System. All newly hired County of Los Angeles employees must sign a
statement (Form SSA-1945) prior to the start of employment indicating
that they are aware of a possible reduction in their future Social Security
benefit entitlement. For more information on Social Security and about
each provision, you may visit the website www.socialsecurity.gov, or call
toll free 1-800-772-1213. Persons who are deaf or hard of hearing may
call the TTY number 1-800-325-0778 or contact a local Social Security
office.

Record of Convictions: A full disclosure of all convictions is required.
Failure to disclose convictions will result in disqualification. Not all
convictions constitute an automatic bar to employment. Factors such as
your age at the time of the offense(s), and the recency of offense(s) will
be taken into account, as well as the relationship between the offense(s)
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