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JOB FAMILY: Administrative Services FLSA STATUS: Non-Exempt 

JOB CODE: XX SALARY RANGE: $XXX - $XXX 

UNION CODE: XX PROBATION PERIOD: XX 

CLASSIFICATION SUMMARY: 

This class is the fifth level in a nine-level Administrative Services series devoted to providing 
management analysis and oversight; program marketing, outreach and education; fiscal analysis and 
oversight; and administrative/clerical/customer service support to programs, projects, executive staff and 
elected officials. Incumbents provide complex and advanced administrative support to the City’s top 
executives and/or elected officials; perform paraprofessional management analysis work; or supervise an 
administrative or fiscal support unit of non-exempt employees.  Decision-making involves the 
coordination of transactions and processes at the highest level of standard operating tasks, including 
providing direction to lower level staff in the execution of operational tasks and review and verification of 
work. 

DISTINGUISHING CHARACTERISTICS: 

This classification is distinguished from the Administrative Services Specialist, Senior in that it provides 
complex and advanced administrative support to the City’s top executives and/or elected officials; 
performs paraprofessional management analysis work; or supervises an administrative or fiscal support 
unit of non-exempt employees. 

SUPERVISION EXERCISED / SUPERVISION RECEIVED: 

Incumbents may serve as a lead worker, assigning work and monitoring work completion; or may 
supervise paraprofessional and support level staff. Receives general supervision on routine items 
which are performed according to established standards and procedures and receives specific work 
instruction regarding non-routine matters and deadlines. 

ESSENTIAL DUTIES: 

This class specification represents only the core areas of responsibilities; specific position assignments will vary 
depending on the needs of the Department. 

Provides complex administrative support, assists in providing management analysis work and/or 
oversees administrative or fiscal support operations of assigned unit. May serve as a lead worker, 
assigning work and monitoring work completion; or may supervise staff.
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POSITION SPECIFIC RESPONSIBILITIES MIGHT INCLUDE: 

Positions assigned to administrative support may be responsible for: 

 Researching, collecting and compiling data; 

 Performing basic statistical analyses; 

 Overseeing office purchasing processes; 

 Participating in the RFP process; 

 Performing administrative support including calendaring, arranging travel, filing and managing 
correspondence; 

 Performing financial transaction processing including monitoring budget activity; 

 Serving as the first point of contact and representative of an area or function on behalf of an 
executive. 

 

ESSENTIAL DUTIES: 

This class specification represents only the core areas of responsibilities; specific position assignments will vary 
depending on the needs of the Department. 

Oversees and provides support in the review, analysis and processing of transactions related to 
assignment area. 

Reviews and resolves issues and complaints; facilitates collaborative efforts and effective resource 
utilization; interfaces with internal and external stakeholders to provide quality service and support 
related to assigned area. 

Performs research, gathers pertinent information, tracks and analyzes data, and prepares reports and 
documents; may prepare agenda items; maintains financial and business reports; assists with procuring 
goods and services; monitors, maintains and reviews operating expenses, account assignments and/or 
budget reporting. 

Maintains and oversees the maintenance of databases, website content, files, records and/or 
departmental documentation; ensures adherence with records retention policies and procedures. 

Performs other duties of a similar nature and level as assigned. 
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EDUCATION AND EXPERIENCE: 

Associate’s degree in a related field such as business administration and four years of advanced 
administrative support, customer service, and paraprofessional analytical work. 

 
OR 

 

An equivalent combination of education and experience sufficient to successfully perform the essential 
duties of the job such as those listed above, unless otherwise subject to any other requirements set forth 
in law or regulation. 

 

POSITION SPECIFIC RESPONSIBILITIES MIGHT INCLUDE: 

Positions assigned to management analysis/program administration may be responsible for: 

 Coordinating the administrative, procedural and logistical aspects of programs and projects to assist 
higher level staff, supervisors or managers; 

 Serving as a liaison to functions outside of the assigned department and/or to boards/committees; 

 Processing transactions regarding department/work unit payroll, accounts payable/receivable, 
purchase orders and requisitions, invoices, contracts and personnel forms; 

 Serving as the primary point of contact for information dissemination and data gathering; 

 Preparing newsletters and marketing materials; 

 Providing program-related community education outreach; 

 Assisting with the development and editing of policies and procedures; 

 Coordinating program functions and events; 

 Providing technical assistance and training. 

Positions assigned to treasury/customer service may be responsible for: 

 Supervising staff who process city licenses including revenue collection and enforcement activities; 

 Making assignments, scheduling work, training staff and managing performance; 

 Interpreting and analyzing City code related to unlicensed and delinquent business license 
enforcement; 

 Preparing staff and budget reports for City Treasurer, City Manager and City Council; 

 Processing, reviewing and approving applications, permits and renewals; 

 Calculating rates and fees due; 

 Safekeeping of revenue receipts, preparing bank deposits and balancing accounts; 

 Responding to inquiries or complaints regarding business licensing; 

 Designing operational transaction processes; 

 Reviewing and approving requisitions and expenditures. 

 



Administrative Services Coordinator/Support Supervisor 

4 

 

 

KNOWLEDGE OF: 

 Supervisory principles, practices and techniques (based on assignment). 
 Practices and methods of coaching and leading the work of others (based on assignment). 
 Standard practices, methods and materials of assigned work. 
 Basic principles and applications of critical thinking and analysis. 
 Basic principles and practices of program administration and coordination. 
 Best practices, trends and emerging technologies. 
 Basic principles and methods of qualitative and quantitative research. 
 Principles and practices of conflict resolution. 
 Basic budget administration. 
 Business math concepts. 
 Filing and record-keeping principles. 
 Uses and properties of supplies and equipment. 
 Applicable federal, state and local laws, codes, regulations (based on assignment). 
 Customer service principles. 
 Specialized equipment relevant to area of assignment. 
 Modern office technology. 

 

 
 

LICENSING/CERTIFICATIONS: 

 None required. 
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ADA AND OTHER REQUIREMENTS: 

Positions in this class typically require: reaching, walking, fingering, grasping, feeling, talking, hearing, 
seeing and repetitive motions. 

 

Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force 
frequently or constantly to lift, carry, push, pull or otherwise move objects including the human body. 
Sedentary work involves sitting most of the time. Jobs are sedentary if walking and standing are 
required only occasionally and all other sedentary criteria are met. 

 
Working Conditions: 
Work is routinely performed in an indoor, office environment. 

NOTE: 

This job classification description is intended to be generic in nature. It is not necessarily an exhaustive 
list of all duties and responsibilities. The essential duties, functions and responsibilities and Fair Labor 
Standards Act (FLSA) designation may vary based on the specific tasks assigned to the position. The 
FLSA is a recommendation only. Final FLSA to be determined by City of Oxnard. 

 

SKILL IN: 

 Supervising and evaluating staff performance (based on assignment). 
 Training and coaching staff (based on assignment). 
 Coordinating deadlines, prioritizing work demands and assigning/monitoring work performed (based 

on assignment. 
 Providing direction to others in order to meet standards. 
 Gathering data, analyzing findings and applying logic and reason. 
 Interpreting, monitoring and reporting financial or program information and statistics. 
 Business math computations. 
 Exercising confidentiality. 
 Authoring and preparing original reports, documents and presentations. 
 Performing basic original research, compiling and assembling data. 
 Organizing tasks, meeting deadlines and prioritizing competing demands. 
 Overseeing and organizing and maintaining records and files. 
 Providing attention to detail in assignments. 
 Proofreading and error correction. 
 Interpreting and applying applicable laws, codes, regulations and standards (based on assignment). 
 Providing customer service. 
 Utilizing a computer and relevant software applications. 
 Utilizing communication and interpersonal skills as applied to interaction with coworkers, supervisors, 

the general public and others to sufficiently exchange or convey information and to receive work 
direction. 
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CLASS HISTORY INFORMATION: 

Draft prepared by Gallagher Benefit Services, Inc. 
Date: (08/13/2018) 


