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COMMUNITY SERVICES ANALYST
KIND OF WORK:  This is responsible administrative work in the development, coordination and funding of community service grants and projects.

DISTINGUISHING FEATURES OF THE WORK:  An employee in this class is responsible for coordinating efforts between local, state and federal levels of government and the community in seeking and utilizing funds available through various community service grants and projects.  This employee assists governmental, private business and non-profit agencies in formulating and securing funding for approved projects and programs.  Work is performed in accordance with established guidelines and procedures under the general direction of a superior with wide latitude for independent judgment.  Supervision may be exercised over technical and clerical support personnel 
EXAMPLES OF WORK:  (Any one position may not include all of the duties listed nor do the listed examples include all tasks which may be found in positions of this class.)  Develops and administers a progressive grants program; assists agencies receiving funds from the City in developing contracts and programs; assists in the development of agency priorities; reviews contracts for accuracy and completeness; promotes effective communications and working relations between local, state and federal levels of government; develops informational sources and conducts feasibility studies for funding of proposed projects; assists members of the non-profit and business community in defining objectives and processing applications for funding through various state and federal grant and loan programs; establishes and directs work procedures relating to documentation, filing and indexing activities involving community service projects and grants; supervises technical and clerical support personnel as assigned; prepares periodic and special reports as required; performs related work as required.

ESSENTIAL REQUIREMENTS OF THE WORK:  Good knowledge of municipal and local governmental agency organizations and operations; good knowledge of federal and state grant-in-aid projects and loan programs available to local government, non-profit and the business community; ability to develop and promote a progressive program of effective working agreements with local government, state and federal agencies and the private sector; ability to establish and maintain effective working relationships with public officials, other employees and the general public.

MINIMUM QUALIFICATION REQUIREMENTS:  Attainment of a minimum of a bachelor's degree from a recognized college or university in business administration, public administration, planning or closely related field, and a minimum of three years responsible experience in municipal, state or federal program planning, preferably in grant-in-aid or loan program development; or a combination of education and experience equivalent to these requirements.
Adopted:
01/17/84
WTP:  1 year

Amended:
01/03/91 PB Survey
Physical Group:  III

Amended:
01/21/93   

Amended:
10/01/09 Condrey 2007
