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CITY OF MILPITAS


invites applications for the position of:



Senior Housing Analyst/Senior
Administrative Analyst




SALARY: $51.79 -
$68.17 Hourly

$4,142.91 -
$5,453.54 Biweekly

$8,976.31 -
$11,816.00 Monthly

$107,715.66 -
$141,792.04 Annually


DEPARTMENT: Building Safety and Housing

OPENING DATE: 03/15/22

CLOSING DATE: 05/01/22 11:59 PM

DEFINITION:

The Opportunity:

The City of Milpitas is seeking a highly motivated, responsible individual for the position of
Housing Analyst/Senior Administrative Analyst assigned to the Housing Division in the Building
Safety and Housing Department. This position will play an integral role in the administration of
the City’s various housing policies and programs, including the Affordable Housing Ordinance,
Housing Element and Annual Progress Reports, affordable housing development and
preservation, and housing legislation/policies, among others.

Definition: 
To perform professional administrative work in a variety of program areas. To manage,
coordinate and oversee assigned programs including the development and implementation of
program policies and procedures, the development and administration of program budgets, the
negotiation and administration of contracts, the preparation of grant proposals, and the
preparation of reports and recommendations; to provide employee and/or public information and
education regarding assigned programs; to provide staff support to City commissions and
committees as assigned; to act as the City's representative to community advisory bodies
involved with assigned program areas; to supervise assigned staff; to conduct research and
prepare reports on special projects as assigned; and to perform related duties as required. 

This is the advanced journey level class of the Administrative Analyst series, and is distinguished
from the Administrative Analyst by the performance of the more complex duties assigned to
positions in this series. Positions assigned to this classification assume lead responsibilities
within a work unit including assigning and monitoring the work of assigned staff. Special
assignments and projects requiring independence in judgment and advanced technical and
research capabilities are likewise assigned to positions at this level.

EXAMPLES OF DUTIES:

Perform a variety of responsible and technical administrative and analytical assignments.
Assist in formulating program policies, goals and procedures; collect and compile relevant
data supporting recommendations.
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Develop and administer program budgets.
Conduct surveys and perform research and statistical analyses as required; prepare
related reports.
Monitor, analyze and report on the effects of legislation and judicial actions on assigned
program areas of responsibility.
Analyzes issues and prepare reports for submission to the City Council.
Develop and disseminate employee and /or public information regarding assigned
programs.
Develop and maintain a data tracking system to monitor the City's progress in complying
with Federal, State and local laws and regulations relative to assigned programs.
Provide staff support to assigned commissions and committees.
Serve as the City's program representative to various business, community, and special
interest groups.
Administer various contracts including coordination and participation in contract
negotiations, rate setting, and monitoring contract compliance and performance.
Coordinate program activities with other City departmental programs, projects, and
procedures.
Coordinate the implementation of assigned programs, policies, and projects.
Assist in the development of new program elements and program modifications as
necessary to meet stated goals and objectives of assigned program responsibilities.
Monitor and coordinate the daily operation of assigned program area; perform
administrative detail work and maintain appropriate records and statistics.
Monitor progress and evaluate work measurement data of various City programs
pertaining to area of responsibility.
Exercise direction over assigned staff.
Input and retrieve data from a computer system.
Participate in special projects as assigned.
Perform related duties as assigned.

TYPICAL QUALIFICATIONS:

Knowledge of:
Principles and practices of public administration.
Principles of local government organization and administration.
Federal, State, and local laws and regulations applicable to assigned programs.
Statistical concepts and methods.
Principles and practices of supervision.
Principles and practices of training methods and concepts.
Principles and practices of budgeting analysis.

Ability to:
Learn, interpret, and implement applicable Federal, State and local laws regulations
relative to program areas of responsibility.
Communicate clearly, concisely and effectively, both orally and in writing.
Collect, compile, and analyze information and data.
Negotiate and administer contracts.
Establish and maintain effective working relationships with the City Council, staff, and
business, community and special interest groups, and with the general public.
Supervise, train, and evaluate assigned staff.
Operate a personal computer as assigned.

EXPERIENCE AND EDUCATION 
Any combination of experience and education that would likely provide the required knowledge
and abilities is qualifying. A typical way to obtain the knowledge and abilities would be: 
Experience:

Three years of increasingly responsible administrative or analytical experience in an
operating or staff agency in business or government comparable to that of an
Administrative Analyst II with the City of Milpitas.



4/26/22, 11:10 AM Job Bulletin

https://agency.governmentjobs.com/milpitas/job_bulletin.cfm?jobID=3463141&sharedWindow=0 3/3

Education:
Equivalent to a Bachelor's degree from an accredited college or university with major
course work in public administration, political science, business administration, urban
planning, regional planning, or a closely related field.

License or Certificate
Possession of or ability to obtain and maintain an appropriate valid California Driver's
License.

SUPPLEMENTAL INFORMATION:

SUPERVISION RECEIVED AND EXERCISED 
Receives general direction from higher level staff 
Exercises direction over assigned staff. 

In compliance with the Americans with Disabilities Act, the City of Milpitas will provide
reasonable accommodation to qualified individuals with disabilities and encourages both
prospective and current employees to discuss potential accommodations with the Human
Resources Department.   
  
The City of Milpitas is an Equal Opportunity Employer. 

APPLICATIONS MAY BE FILED ONLINE AT:

http://www.ci.milpitas.ca.gov

455 E. Calaveras Blvd.
Milpitas, CA 95035
408-586-3090

humanresources2@ci.milpitas.ca.gov

Position #2022-023
SENIOR HOUSING ANALYST/SENIOR

ADMINISTRATIVE ANALYST
BR

Senior Housing Analyst/Senior Administrative Analyst Supplemental
Questionnaire

 
* 1. Please describe your experience managing affordable housing policies, programs, and

projects. Include your scope of responsibility, dates, and employer. Please note that
the experience/employer listed here must also be included in the body of your
application.

* Required Question

http://www.ci.milpitas.ca.gov/
mailto:humanresources2@ci.milpitas.ca.gov

