POLICY ANALYST





DEFINITION





Under direction of the Chair of the County Board of Supervisors, provides independent research and analysis to the Board on budget, operational and public policy issues to assist the Board in carrying out its policy-making and oversight responsibilities.  Assist county agencies, department heads and staff to gather information and respond to county board committees and the County Board Chair; respond to inquiries from the County Board, other governmental units and the general public; make presentations to County Board committees; prepare reports, press releases and correspondence; perform related duties as required.





EXAMPLES OF DUTIES





Develop and carry out research and analysis on policy and fiscal issues; initiate independent analysis and make recommendations to the County Board Chair and other supervisors; identify alternatives to budget and policy initiatives; develop issue papers and policy options for committees and subcommittees of the County Board; organize and provide staff support to Board committee meetings, ensure appropriate county staff and others are present at meetings, develop and write committee reports with recommendations for Board action; assist  local government officials and county agency staff to clarify the status of issues before the county board and respond appropriately to county board requests; respond to inquiries from local government officials, county agency staff, state and national organizations, the media, and the general public on County Board issues; provide analysis on county budget requests, develop alternative budget strategies, provide support to county board committees reviewing agency budget requests, and develop summaries and updates of the status of budget amendments; identify options and make recommendations to the County Board Chair on methods for carrying out County Board statutory mandates and legislative operations; assist in interpreting state statutes, county ordinances and Robert’s Rules of Order as they apply to County Board functioning; make recommendations and assist in implementing new county board rules and policies.





EMPLOYMENT STANDARDS





Education and Experience:  Any combination of training and experience equivalent to a bachelor’s degree from an accredited college or university in public administration, political science, or a related field and three years professional experience performing budget and policy analysis in a legislative or governmental agency.  Prefer experience in a legislative staff support role.





Knowledge, Skills and Abilities:  Knowledge of the principles of public administration and budget management; knowledge of governmental budget and policy making procedures; ability to collect, summarize and analyze quantitative and qualitative data; ability to develop and present policy recommendations on a variety of policy issues;  ability to speak and write effectively; ability to work independently and exercise sound judgment in interpreting and completing assignments; ability to effectively relate to and communicate with county and state agency personnel and elected officials; ability to operate word processing, spreadsheet and graphics software packages on a personal computer.
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