March 13, 2012
Council Meeting

Honorable Mayor and Members
of the City Council City Hall
Torrance, CA

SUBJECT: HR - Approve the Proposed Class Specification for
Administrative Services Manager

EXPENDITURE: None.

RECOMMENDATION
The Human Resources Manager and the Civil Service Commission recommend that the City Council
approve the proposed class specification for Administrative Services Manager

FUNDING: None - this is for the approval of the class specification only.

BACKGROUND AND ANALYSIS
On December 12, 2011 the Civil Services Commission approved the revised Administrative Services
Manager class specification. The proposed class specification has been broadened so that it may
be utilized in any City department.

In the Civil Service Commission item staff mistakenly indicated that the position was the conversion
of a position in the Fire Department. However, the position that was referenced to provide
assistance and oversight as part of the Chief’'s Office is not at the level of Administrative Services
Manager but a Business Manager.

The primary duties of the classification include managing, developing, and implementing
administrative functions, projects, and programs for the Department. This classification performs a
variety of difficult and complex professional and analytical assignments in support of department and
citywide programs.

The Qualification Guidelines section includes knowledge and ability statements required at entry and
those required to successfully perform the duties as an incumbent gains experience in the position.
Knowledge and Abilities statements were added to the section to reflect the changes to the class
specification.

Respectfully submitted,
CIVIL SERVICE COMMISSION

Malipa, e U
Melissa Wright, Vice Chair 0
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/ 1\/6/3’74'77( / . k\;k(r&(’/tf‘" L Lpmt e
Melody P. Latwrehce

Human Resources Manager

Attachments: Civil Service Commission Meeting December 12, 2011
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