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INTRODUCTION: 
 

The Senior Public Service Administrator encompasses a broad band of 
senior state management positions in agencies, boards, and commissions 
with a level of responsibility at least equivalent to a major program manager's 
and subject to the provisions of the Civil Service Code.  Incumbents of this 
class either serve as policy-making officials or have major administrative 
responsibilities.  As a policy-making official, an incumbent reports directly to 
the director or assistant director of the agency and participates in determining 
policy which fixes objectives or states the principles to control action toward 
operating objectives or toward the conduct of one or more administrative 
units immediately subordinate to the director or assistant director, or 
participates in planning and programming agency activities mandated by 
legislation or the agency's director or assistant director.  Positions serving as 
deputy directors or staff assistants to directors or assistant directors are also 
included in this class.  Such positions with major administrative 
responsibilities direct programs defined by statute, agency, board, or 
commission policy; or are responsible for the execution of policies or 
operating objectives in one or more operating units; or participate in the 
integrating of plans and projections of related organizational units, scheduling 
projected work programs, and encompassing, on a regular basis, questions 
of allocation and determination of resources, program definition, 
interpretation and implementation, and accountability. 
 
Specifically excluded from this class are wholly professional positions which 
neither serve as policy-makers nor have major administrative responsibilities.  
Also excluded are positions subject to the provisions of collective bargaining 
contracts and positions encompassed by other, existing classes within the 
Classification Plan. 
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SENIOR PUBLIC SERVICE ADMINISTRATOR (Continued) 
 
 
DISTINGUISHING FEATURES OF WORK: 
 

Subject to management approval, plans, develops, organizes, controls, and 
manages a major program; or develops, recommends, and implements 
policies and procedures pertaining to the program area, develops and 
maintains ongoing communications with private and public organizations, 
officials of other departments, members of the legislature, officials of other 
states, and the federal government. 

 
ILLUSTRATIVE EXAMPLES OF WORK: 
 

1. Directs, coordinates, and reviews the activities of operational and 
program personnel through subordinate managers; reviews, modifies 
and implements existing program objectives or develops new program 
objectives; acts authoritatively on policy-making issues impacting 
agency management and statewide agency operations; develops long 
range plans for the agency and monitors progress toward 
accomplishment of the goals and objectives of the agency. 

 
2. As a registered engineer, plans, organizes, coordinates, and reviews the 

work of a large engineering and technical field staff engaged in 
conducting field investigations and inspections and monitoring activities, 
the development and dissemination of information and data to various 
local governmental and private agencies, and the preparation of 
technical reports and papers. 

 
3. Plans, develops, administers and coordinates a complex social service 

(facility based or community) program by reviewing and evaluating 
agency programs, policies and management practices, and directs 
changes in operations as deemed necessary; directs and participates in 
research and reporting activities of programs and services; directs the 
development, review and analysis of legislation required for the 
improvement of current agency programs and services, and the 
development of new programs. 
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SENIOR PUBLIC SERVICE ADMINISTRATOR (Continued) 
 
 

4. Plans and coordinates a network of systems and services on a 
departmental, multi-agency or regional basis; directs and coordinates 
the design and management of administrative services to meet the 
needs of user agencies. 

 
5. Performs highly complex and specialized studies; prepares 

interpretations of findings, translates findings into proper form usable by 
other professional personnel in the agency; establishes and maintains 
working relationships with federal, state and local officials, and civic 
leaders on various matters involving program area. 

 
6. Directs program budget preparation and controls appropriation of 

expenditures; reviews current agency programs to define areas requiring 
increases in appropriations for program expansion; makes program and 
policy recommendations. 

 
7. Reviews all administrative rules and related laws; researches, develops, 

and writes proposals affecting changes in statutes and administrative 
rules; conducts and coordinates investigations; supervises and reviews 
the activities of professional staff engaged in conducting investigations. 

 
8. Establishes policies utilized in implementation and maintenance of 

programs; confers with the Director and administrative staff on feasibility 
of recommended policies; interprets new legislation and administrative 
policies and procedures. 

 
9. Plans, develops, and implements methods, systems, investigation 

techniques, and examination procedures designed to effectively monitor 
and regulate the industry program for which the position has principal 
accountability; provides for the development of revisions of policies, 
rules, regulations and procedures. 

 
10. Performs other duties as required or assigned which are reasonably 

within the scope of the duties enumerated above. 
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SENIOR PUBLIC SERVICE ADMINISTRATOR (Continued) 
 
 
DESIRABLE REQUIREMENTS: 
 

Education and Experience 
Requires knowledge, skill and mental development equivalent to 

completion of four years of college; specific requirements vary by position 
and relate to the position's duties and responsibilities as defined by the 
agency of employment and as approved by the Director of the Department of 
Central Management Services or his/her designee. 

Requires prior experience equivalent to four years of progressively 
responsible administrative experience in a public or business organization; 
specific requirements vary according to the position's duties and functions 
assigned by the agency and as approved by the Director of the Department 
of Central Management Services or his/her designee. 

 
Knowledges, Skills and Abilities 

Requires thorough knowledge of public and business administration, 
principles and practices. 

Requires thorough knowledge of agency programs and service 
objectives, activities and operational systems. 

Requires thorough knowledge of staff utilization and employee 
motivation. 

Requires thorough knowledge of labor and employment development. 
Requires extensive knowledge of agency policies and procedures. 
Requires ability to develop and manage a major agency program. 
Requires ability to analyze administrative programs and adopt an 

effective course of action. 
Requires ability to develop, install, and evaluate new and revised 

methods, procedures and performance standards. 
Requires ability to exercise judgment and discretion in developing, 

implementing, and interpreting departmental policies and procedures. 
Requires ability to estimate and budget for future needs and cost of 

personnel, space, equipment, supplies, and services. 
Requires ability to develop and maintain cooperative working 

relationships. 
In addition to English verbal and written skills, candidates may be 

required to translate, speak and write a foreign language at a colloquial skill 
level.  Some positions may require manual communication skills. 


