
The City of West 

Sacramento is 

recruiting for 

Administrative  
Analyst I 

(Stormwater Programs) 

$59,508—$72,324 
annually, plus 

benefits! 

Final Filing Date: 
This recruitment will close upon 

receipt of 100 applications or 
5:00 p.m., September 17, 2017, 

whichever occurs first. 
 

This recruitment may close 
without notice 

Open / Promotional 
 

Visit us at 
www.cityofwestsacramento.org 

APPLICATION PROCESS:  ONLINE APPLICATION 
(Preferred Method):  Candidates are encouraged to 
apply on-line using the CalOpps web site at 
www.calopps.org and visiting the City of West 
Sacramento’s employment page. The CalOpps 
application is considered an official City application.  Be 
sure to submit all the required documents, which 
include; official City application, supplemental 
questionnaire and resume. 

 
— OR — 

 
PAPER APPLICATION:  You may submit the required 
documents, which include; official City application, 
supplemental questionnaire, and resume to: 
  
City of West Sacramento 
Human Resources Division 
1110 West Capitol Avenue, 3rd Floor 
West Sacramento, California  95691 
 
You will be disqualified if you do not submit a 
completed City application, supplemental 
questionnaire, and resume. 
 
Clearly indicate the position applied for on your 
application.  Applicant may be required to submit 
additional proof of qualifications if sufficient information 
is not provided. 
 
City application can be obtained in person, by sending a 
self-addressed, stamped envelope (#10 or business size) 
to the Human Resources Division, or by downloading the 
information from the City’s web site at 
http://www.cityofwestsacramento.org 
 
Final Filing Date:  This recruitment will close upon 
receipt of 100 qualified applications or 
5:00 p.m., September 17, 2017, whichever occurs first.  
This recruitment may close without notice.  
 
NO POSTMARKS.  Applications, resumes, supplemental 
questionnaires or any element thereof, received after 
this date and time will not be accepted. 
 
The supplemental questionnaire is contained within this 
flyer as a separate attachment. 

Salary and Benefits: 

Annual Salary:  $59,508—$72,324 

Monthly Salary:  4959-5207-5467-5740-6027 

Medical, Dental, Vision, Life and Long-Term 
Disability Insurance:  The City allows $950 per 
month per employee towards a Cafeteria Plan 
for the purchase of medical, dental, vision, life 
and long-term disability insurance.  The City 
requires 100% participation in the dental, vision 
and life insurance programs.  Enrollment in the 
medical insurance and long-term disability plans 
are optional; however, proof of coverage in 
another medical plan is required. 

Leave Time:  Employees receive 10 set holidays and 
3.5 floating holidays as well as 8 hours of sick 
leave per month.  The City has a standard 
vacation schedule based on tenure.   

Retirement:  CalPERS 2% @ 60 or 2% @ 62 plan, 
depending upon the employee’s status with 
CalPERS at the time of employment. 

Social Security / Medicare:  The City does not 
participate in Social Security, but does 
participate in Medicare. 

Bilingual Pay:  A 5% pay premium for employees 
utilizing bilingual skills on duty.  (Qualification 
determined through testing procedures.) 

The City of West Sacramento is an Equal Employment Opportunity / Federal 
Affirmative Action Employer. Reasonable accommodation in the application, 
examination and selection process will be made upon request. 
 
NOTE:  The information contained in this announcement does not constitute 
either an expressed or implied contract, and these provisions are subject to 
change. 



The City of West Sacramento is seeking energetic, motivated individuals for the position of 

Administrative Analyst I (Stormwater Programs)! 

This recruitment is to fill a position in the Environmental 
Services Division in the Public Works Department, 
Stormwater Programs. 
 
DEFINITION:  The Administrative Analyst I provides technical 
and administrative support to a Department Head and/or 
manager.  This position may also provide support to a specific 
departmental program. 
 
SUPERVISION RECEIVED AND EXERCISED:  Receives direction 
from the Department Head and/or designee.  May supervise 
volunteers, temporary employees and/or student interns. 
 
CLASS CHARACTERISTICS:  The Administrative Analyst I is the 
entry level classification in the Administrative Analyst career 
series.  The Administrative Analyst I is distinguished from the 
Administrative Analyst II by the performance of professional 
assignments with less complexity and independence than the 
Administrative Analyst II.  As experience increases, the 
Administrative Analyst I is expected to assume more difficult 
assignments and exercise more independence in decision 
making. 
 
Upon recommendation of the Department Head and approval 
by the City Manager, an Administrative Analyst I may advance 
to an Administrative Analyst II upon demonstrating the 
abilities and competencies necessary to perform the full 
range of Administrative Analyst II duties, meeting the 
minimum qualifications for the position, and successfully 
completing an approved career progression plan developed 
by the Department Head in conjunction with the incumbent. 
 
EXAMPLES OF ESSENTIAL FUNCTIONS:  

 Assists management staff in developing and 
implementing special programs and/or studies. 

 Makes recommendations for revisions in programs, 
policies, or procedures. 

 Receives and attempts to resolve problems or concerns 
from the general public or other City departments. 

 Maintains statistics and other department or program 
related records. 

 Administers, coordinates, and promotes the activities or 
special programs unique to the department assigned. 

 Prepares purchase orders and track department and/or 
program expenditures. 

 Assists with budget preparation and monitoring. 
 
QUALIFICATIONS:  Knowledge of:  Basic principles and 
techniques of public administration; proper English usage, 
spelling, vocabulary, grammar, and punctuation; research 
techniques, methods, and procedures; principles and practices 
of financial recordkeeping and reporting.  Skill in:  Interpreting 
and applying rules and policies to specific situations or 
programs; conducting basic analysis of program problems or 
situations; gathering statistics and analyzing data; 
communicating clearly and concisely both orally and in 
writing; positively passing a screening process to become 
bonded if the position is assigned to the Finance Division; 
establishing and maintaining working relationships with 
others. 
 
EDUCATION AND EXPERIENCE:  Education:  Sixty (60) college 
semester units.  Experience:  Two (2) years of full-time 
experience in a private or public agency in the area of general 
administration, program promotion, or high level clerical.  An 
additional two (2) years of experience as described above may 
be substituted for each thirty (30) units of the educational 
requirement.  A Bachelor’s Degree may be substituted for the 
entire experience requirement. 
 
Preference will be given to those candidates who 
demonstrate stormwater program management experience. 
 
LICENSES AND CERTIFICATES:  If assigned duties require 
driving, possession of a valid Class “3” or “C” California driver’s 
license. 
 
WORKING CONDITIONS:  May serve as staff to a commission; 
may travel from site to site; travel to attend a variety of 
meetings; may attend off-hour meetings. 
 
PHYSICAL DEMANDS:  Mobility to work in a standard office 
environment, use standard office equipment, and attend off-
site meetings.  On an intermittent basis, sit at a desk for long 
periods of time; intermittently walk, stand, bend, squat, twist, 
and reach while performing office duties; mobility to 
occasionally traverse uneven terrain; periodically standing, 
stooping, bending, climbing and kneeling to perform 
inspections; on occasion, may be required to work in exposure 
to weather.  Manual dexterity to use standard office 

equipment and supplies and small tools and to manipulate 
both single sheets of paper and large document holders 
(manuals, binders, etc.); vision to read handwritten and 
printed material and a computer screen; hearing and speech 
to communicate in person and by telephone; ability to lift and 
carry items weighing up to 25 pounds such as files, manuals, or 
small tools and equipment for distances up to 50 feet. 
 
ENVIRONMENTAL ELEMENTS:  Employees work in an office 
environment with moderate noise levels, controlled 
temperature conditions and no direct exposure to hazardous 
physical substances.  Employees may occasionally work in a 
field environment including inclement weather conditions.  
Employees may interact with upset staff and/or public and 
private representatives in interpreting and enforcing 
department guidelines, policies and procedures. 
 
VETERAN’S PREFERENCE:  A veteran is defined in accordance 
with California Government Code 18973.  In order to exercise 
this preference, the veteran must attach a copy of the DD-214 
form to his or her application package as proof of military 
status.  Failure to submit the required form by the final filing 
deadline of the recruitment will be deemed a waiver of 
veteran’s preference.  Further details can be obtained from 
the Human Resources Division. 
 
EXAMINATION PROCESS:  An official City of West Sacramento 
application form must be filled out in its entirety.  It is the 
applicant’s responsibility to explain his/her qualifications fully 
and clearly.   In addition, the applicant must submit a resume 
and complete the required supplemental questionnaire.  
Incomplete information on the application, resume and 
required supplemental questionnaire may be cause for 
disqualification. 
 
Application packages will be reviewed and screened for 
qualifications.  Depending upon the number of qualified 
candidates, an oral panel interview may or may not be held 
and is tentatively scheduled to be held the week of September 
25, 2017.  Those applicants successfully passing this phase of 
the recruitment process will be placed on an eligibility list.  The 
top candidates will be referred to the Public Works 
Department for further departmental consideration. 
 
 


