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EMPLOYMENT

OPPORTUNITY
www.ci.el-cajon.ca.us

FAX: 619.441.1723

619.441.1736
	
	Senior Management Analyst

 (Non-classified)

Exam #10-13

Salary Range $68,099 - $82,971

Plus 5% additional compensation for a Master’s Degree related to the position

There is currently one position available in the Community Development Department/Redevelopment & Housing Division 

Future vacancies may also be filled from this eligible list.
Typical Duties

· Takes primary responsibility for preparation and implementation of the Consolidated Plan, Annual Action Plan, CAPER and other State and Federally mandated housing reports.

· Administers the Community Development Block Grant (CDBG) Program for the City, including preparing, distributing and evaluating applications, preparing and presenting final recommendations to City Council, preparing and monitoring contracts/agreements with sub recipients.

· Assists sub recipients and vendors with compliance through all CDBG, HOME, HPRP and other Federal grants, laws and regulations (including, but not limited to:  labor compliance, Section 3 MBE/WBE, lead based paint, relocation, etc.)

· Prepares and administers annual City budget for housing program areas, including CDBG and HOME and Redevelopment Housing set-aside funds.

· Establishes projects and enters related data, including payment information, in the HUD Integrated Disbursement and Information System (IDIS) for CDBG and HOME programs, and reconciles to City financials.

· Oversees HOME and Redevelopment First Time Homebuyer and Rehabilitation Loan Programs, including managing affordable housing loan portfolios and preparation of escrow documents.

· May supervise administrative support staff. 

Qualifications Guidelines
· Best qualified candidates will have at least three years administrative/analytical experience in municipal government in federal grant management, administration of housing programs, use of IDIS and preparation of department budget.

· Bachelor’s degree with a major in public or business administration or a related field.  Graduate coursework is desirable.

· Possession of or ability to obtain prior to employment, a valid Class C California driver’s license with a safe driving record is required.

City of El Cajon Application and Supplemental Questionnaire required.

Human Resources Department

200 Civic Center Way, El Cajon, CA 92020
619.441.1736 or www.ci.el-cajon.ca.us
Final Filing Deadline: City Application and Supplemental Questionnaire  

must be received in Human Resources

by 5:00pm, Tuesday, September 7, 2010
Applications and Supplemental Questionnaires will be screened and the most highly qualified candidates will be invited to a Qualifications Appraisal Interview (weight 100%).  Successful candidates will be placed on an eligible list for employment consideration for at least six months.  





THE CITY OF EL CAJON IS AN EQUAL EMPLOYMENT OPPORTUNITY/AFFIRMATIVE ACTION EMPLOYER


AND ENCOURAGES MINORITIES AND WOMEN TO APPLY

PLEASE NOTE...
Physical Condition:  Candidates shall possess the physical, mental and emotional ability to perform the essential duties of the job.  Some job offers are contingent upon successful completion of a medical examination, which will include an alcohol and/or drug screen.

All candidates will be required to submit proof of legal authorization to work in the U.S. prior to employment.

The provisions of this bulletin do not constitute an expressed or implied contract and may be modified or revoked without notice.

THE CITY OF EL CAJON DOES NOT DISCRIMINATE ON THE BASIS OF DISABILITY.  SHOULD YOU REQUIRE ANY ACCOMMODATION FOR TESTING, PLEASE ADVISE AT TIME OF APPLICATION.

BENEFITS
ANNUAL VACATION:
1 – 5  years:    80 hours
11th year:  128 hours
13th year:  144 hours
15+ years:  160 hours




6 - 10 years:  120 hours
12th year:  136 hours
14th year:  152 hours

HOLIDAYS:  Twelve holidays are observed by the City each year plus two floating holidays added to the vacation balance.  Some classifications are required to work varied shifts/schedules including nights, weekends and holidays and therefore receive vacation-in-lieu of holidays.

SICK LEAVE:  Sick leave is credited at a rate of 12 days per year with unlimited accumulation.  If eligible, the City offers an annual sick leave conversion program.

GROUP INSURANCE:  The City of El Cajon allocates $700 per month per full time employee as part of a cafeteria benefit plan.  This amount may be spent on insurance for self and dependents including dental and PERS health, with remainder to cash. 

TUITION REIMBURSEMENT:  Tuition Reimbursement up to $750 per fiscal year is available to City employees who wish to pursue related course work or professional/career development.  

RETIREMENT PLAN:  (3% @ 60) The City of El Cajon is a member of the Public Employees' Retirement System (PERS) and pays 6% of the employee’s 8% contribution.  The City also has an excellent voluntary deferred compensation program available.  El Cajon is not a member of the Social Security System, but 1.45% of salary must be contributed to Medicare.  Additional PERS benefits provided include one-year highest compensation, third level of the 1959 Survivor's Benefit and Employer Paid Member Contributions.

SALARY ADJUSTMENTS:  Starting salaries are normally at Step "A".  After satisfactory completion of six months service, advancement is made to Step "B" with yearly increases thereafter, reaching the top of the salary scale in 3 1/2 years for most positions.

ADDITIONAL MANAGEMENT BENEFITS:  Sixty hours administrative leave per year in addition to regularly earned vacation; quarterly option of vacation conversion to cash, if eligible; life insurance and long-term and short-term disability insurance plans provided by the City; additional term life insurance is available at the employee’s option.

Name___________________________

SENIOR MANAGEMENT ANALYST

Community Development Department

Exam #10-13

SUPPLEMENTAL QUESTIONNAIRE

This questionnaire will be used to screen applications for the Senior Management Analyst position in the Redevelopment & Housing Division of the Community Development Department.  Please return this completed form with your employment application.

I. EDUCATION

CIRCLE ONE

	YES
	  NO
	Do you possess a bachelor’s degree in public or business administration or a closely related field?  

Do you have a graduate degree?  If yes, please specify.



	YES
	  NO
	Have you completed any graduate coursework?  If yes, please list field of study, classes completed and number of units.




II. EXPERIENCE

Circle the level of experience you have attained as it relates to the following areas.  Describe your experience in the corresponding space specifying employers and dates of employment:

             CIRCLE ONE

	3+ Years
	1-2 Years
	  None

	1. Administration of the following programs:

CDBG:
HOME:




	1.  Administration of the following programs (continued):

HPRP:

CDBG-R:

Other grant funds:




                                                                                                                         CIRCLE ONE

	3+ Years
	1-2 Years
	None

	2.  Preparation and implementation of a 1-Year Action Plan, Consolidated Plan, CAPER, or Analysis of Impediments.




            CIRCLE ONE

	3+ Years
	1-2 Years
	None

	3. Reviewing and interpreting multiple Federal regulations, developing and implementing new/existing programs.




            CIRCLE ONE

	3+ Years
	1-2 Years
	None

	4. Use of the HUD Integrated Disbursement and Information System (IDIS) and reconciliation of IDIS system grant balances to internal City financials.




	3+ Years
	1-2 Years
	None

	5. Review of grant application proposals for completeness, quality assurance, and compliance with all Federal regulations.




	3+ Years
	1-2 Years
	None

	6. Developing, implementing and administering housing programs.




	3+ Years
	1-2 Years
	None

	7. Supervision and evaluation of administrative support staff.




I hereby certify that all statements made in this application are true and complete to the best of my knowledge.

Applicant Signature___________________________________Date___________________________

Applicant Name (printed) ________________________________________​​​​​​​​​​​​​​​​​​_____________________











