
NEW YORK CITY TAXI AND LIMOUSINE COMMISSION 
CITYWIDE JOB VACANCY NOTICE 

 
 
Civil Service Title:    Administrative Staff Analyst  Level:    
        (non managerial) 
 
Title Code:        1002A              Work Location:   Citywide 
 
Office Title:       Analyst    Salary:                  $43,569-$70,549  
               
              
Division/Work Unit: Management Information  No. of Positions:  1                                      
                                  Systems                                                                                                             

JOB DESCRIPTION 
 
Under varying levels of managerial or executive direction, with varying degrees of latitude for independent initiative, judgement and 
decision, manages difficult and responsible professional organizational research work.  Responsible for conducting research, analysis and 
preparation of detailed reports as it relates to the TLC Divisions’ efficiencies such the MIS Division, the Call Center Unit and the 
Management Accountability Productivity Program Division.  May be required to make recommendations to management to assure that 
optimum efficiency is maintained in each division. 
 
 
__________________________________________________________________________________ 

QUALIFICATION REQUIREMENTS    
1) A master’s degree from an accredited college in economics, finance, accounting, business or public administration, human resources 
management, management science, operations research, organizational behavior, industrial psychology, statistics, personnel 
administration, labor relations, psychology, sociology, human resources development, political science, or a closely related field, and two 
years of satisfactory full time professional experience working with the budget of a large public or private concern in budget 
administration, accounting, economic or financial administration, or fiscal or economic research; or in management or methods analysis, 
operations research, organizational research or program evaluation; or in personnel or public administration, recruitment, position 
classification, personnel relations, employee benefits, staff development, employment program planning/administration, labor market 
research, economic planning, social services program planning/evaluation, fiscal management, or in a related area, 18 months of which 
must have been in an executive, managerial, administrative or supervisory capacity. Supervision must have included supervising staff 
performing professional work in the areas described above.  2) A baccalaureate degree from an accredited college and four years of 
professional experience, including the 18 months of executive, managerial, administrative or supervisory experience, as described in “1” 
above; or 3) A four year high school diploma or its educational equivalent and eight years of satisfactory full professional experience 
working for the City of New York in the areas described in “1’ above, including the 18 months of executive, managerial, administrative 
or supervisory experience as described in "1" above” or 4) A combination of education and/or experience equivalent to “1,” “2,” or “3” 
above. All candidates who qualify under “1’ or “2” above must posses a baccalaureate degree from an accredited college, and all 
candidates who qualify under “3” above must possess a four year high school diploma or its educational equivalent. To be credited under 
“3” above, experience must have been with the city of New York. Education above the high school level may be substituted for City 
experience under “3” above the rate of 30 semester credits from an accredited college for one year of experience.  All candidates must 
posses the 18 months of executive, managerial, administrative or supervisory experience described in “1” above.       

PREFERRED SKILLS 
Good analytical skills 
Good user interaction skills 
Excellent written and verbal skills 
Knowledge of Microsoft Office Software (Access, Word, PowerPoint, Excel) 
___________________________________________________________________________________________________ 

To Apply, Please Submit Resume, Letter) To: 
NYC Taxi and Limousine Commission 

Paula Navarro 
Human Resources Division 
40 Rector Street - 5th Floor 

                                                                    New York, New York 10006       
 
Post Date: October 24, 2003  

 
Post Until: November  7, 2003 

 
JVN:  156-04-11 

   
The NYC Taxi and Limousine Commission is an Equal Opportunity Employer 
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