Management Consultant                                                                                            Job Code ACV32247
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JOB CODE SERIES:  Management Series
JOB CODE TITLE:  
 MANAGEMENT CONSULTANT

HRIS TITLE:


 MGT CONS
ORGANIZATION/WORK SETTINGS:  Various agencies 
PRIVATE 
WORK DESCRIPTION: Conducts studies of considerable difficulty and complexity in such areas as management, staffing, employee involvement, and productivity. Designs, develops and implements major systems and programs.

WORK ACTIVITIES: Studies work methods and procedures, and identifies and writes method/procedural improvement recommendations to increase effectiveness or efficiency.
Collects, collates, computes, interprets, summarizes and analyzes historical workload volume data, workload indicators, backlog data, and time production data.
Determines appropriate work measurement technique and conducts work measurement study.
Identifies and lists all measurable elements of each required work activity, and analyzes steps and procedures to ensure effectiveness and efficiency of operation.
Researches and gathers pertinent data on organization and project to be studied, i.e., laws, rules, regulations, organizational structure, functions, authority, responsibility, goals, objectives, policies and procedures, personnel and budgetary data, related technical matters, etc.
Collects, diagrams and analyzes work flow and workload distribution, in regard to effectiveness, efficiency of operation and the sound principles of management and organization.
Computes and analyzes statistical work measurement data, and determines level of accuracy.
Develops work factors, allowance and standards, and applies results to workload forecasts to produce manpower staffing plans.
Participates in or performs, individually, the preparation of written reports and briefing of the studies.
Attends periodic workshops or training sessions to improve working knowledge and skills.

Attends staff meetings of work unit or section.

Performs related work as required.

WORK CONDITIONS: No unusual work conditions.

SUPERVISION: Under general guidance and direction of the Team Leader of the Director's level management consulting team for the agency.

WORK RESULTS/PRODUCTS: 
Professional quality reports which analyze and make recommendations that determine current and future staffing requirements; changes to policies, methods and procedures, and reorganization requirements.  Reports on special items of interest to the director and deputy director.  Development of new methods for determining productivity.

RESPONSIBILITY: For performing work in analyzing and evaluating policies, procedures and management practices and programs.  Participates in the design, development, installation and implementation of major systems and programs including or requiring new approaches, directions or dimensions in any of several aspects of administration, policy or program development, periodic reports regarding diverse aspects of the project and provides support documentation for the project as a whole.

AUTHORITY: To request historical volume data, employee time records, budget records, policies and procedures manuals, financial and operational data, and to interview employees and supervisory personnel regarding relevant and pertinent information necessary to accomplish a comprehensive study of assigned area.  Authority to contact non-governmental agencies and other State government personnel to collect pertinent information regarding a study.

KNOWLEDGE, SKILLS AND ABILITIES
Knowledge of: management and organizational principles, concepts, techniques and their practical applications to government; work simplification methods; legislative and administrative processes; advanced math and statistical analysis; work method improvements, work simplification methods,  organizational analysis and work measurement techniques; interviewing techniques; management analysis methods and techniques including forecasting, work sampling, timing, organizational analysis and/or operational audit measurement methods; research techniques; accounting systems and budgetary control principles.

Ability to: communicate verbally and in writing; edit and proofread; analyze and resolve problems; interview; gather, organize and analyze data to reach logical conclusions for study; run computer operation systems; establish and maintain work relationships; conduct management analysis studies.                           

