Class Title: Management Analyst
Class Code: MA-201
FLSA Status: Exempt
Pay Grade: 12
Effective Date: January 1, 2024
Supersedes: Management Analyst, revised March 15, 2019
Class Purpose
Performs professional analytical work in support of organizational operations, budget development, program evaluation, and policy implementation. Work is performed under general supervision within established administrative frameworks. Incumbents apply analytical methods to defined problems and produce recommendations for review by supervisory or management staff.
Distinguishing Characteristics
The Management Analyst is the journey-level class in the Management Analyst series. Incumbents perform the full range of analytical assignments within a defined program area. Work is reviewed through completed products, periodic progress reviews, and conformance to established analytical methods and organizational standards. Assignments are typically bounded within a single program, department, or functional area. Incumbents do not independently resolve matters of policy interpretation or establish analytical approaches for precedent-setting issues; such matters are referred to the supervisor or to the Senior Management Analyst.
This class is distinguished from the Senior Management Analyst by the scope of analytical independence, the complexity and precedent-setting nature of assignments, the breadth of organizational impact, and the degree of supervision received.
Compensable Factors
Factor 1. Knowledge and Expertise
	Required Knowledge
	Professional knowledge of quantitative and qualitative analytical methods applicable to public-sector operations.
Working knowledge of public-sector budgeting, program evaluation, and performance measurement.
Knowledge of spreadsheet modeling, data analysis software, and standard reporting tools.

	Application
	Applies analytical methods to defined problems within a single program area.
Uses established analytical frameworks; does not independently develop new methodologies.


Factor 2. Judgment and Problem Solving
	Problem Complexity
	Addresses analytical problems that are well-defined and typically fall within established program parameters.
Selects among established analytical approaches based on the nature of the question.

	Decision Authority
	Makes recommendations to supervisor, department management, or the Senior Management Analyst.
Does not make final determinations on matters involving policy interpretation, precedent-setting issues, or cross-departmental impact.


Factor 3. Scope and Impact
	Scope of Work
	Work assignments typically fall within a single program, department, or functional area.
Projects are typically bounded in duration (weeks to several months) and defined in scope at the outset.

	Impact
	Analytical products inform operational decisions within a department or program.
Work products are reviewed by supervisory staff before they are used for executive or governing-body decision-making.


Factor 4. Supervision Received
	Supervision
	Works under general supervision from a department manager, program director, or Senior Management Analyst.
Receives assignments with defined objectives and expected deliverables.
Supervisor reviews completed work for technical accuracy, compliance with organizational standards, and appropriateness of recommendations.


Essential Duties
The following duties are illustrative. Incumbents may perform other related duties as assigned.
1. Conducts analytical studies within an assigned program area, including data collection, quantitative analysis, and preparation of findings.
1. Prepares budget requests, expenditure analyses, and variance reports for assigned programs.
1. Evaluates program performance against established performance measures and reports findings to supervisory staff.
1. Drafts administrative reports, memoranda, and presentations for internal audiences.
1. Responds to routine informational requests from internal departments and the public within established protocols.
1. Participates in departmental project teams as an analytical contributor.
1. Performs related duties as assigned.
Minimum Qualifications
Education
Bachelor's degree from an accredited college or university in public administration, business administration, economics, finance, political science, or a closely related field.
Experience
Two years of professional analytical experience involving quantitative analysis, budgeting, program evaluation, or related analytical work.
Substitution
A master's degree in a relevant field may substitute for one year of the required experience.
Other Requirements
1. Demonstrated proficiency in spreadsheet modeling and data analysis software.
1. Demonstrated written and oral communication skills appropriate to professional analytical work.

