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                                                    CLASS:  ASSISTANT CHIEF, OREDS	

       NOTE:  Each position within this classification may be required to possess all or some of these knowledge, skills or abilities.
	#
	Knowledge, Skill, Ability
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	Knowledge of:

	K1. 
	Comprehensive knowledge of the principles and practices of real estate management to protect the interests of the State of California.  

	K2. 
	General knowledge of environmental laws and practices of the State of California and the Federal government as it relates to real estate assets management such as real estate acquisition, development, leasing, sales, and planning (long-range and tactical).   

	K3. 
	General knowledge of laws pertaining to contracts, leases and agreements as it relates to real estate asset management such as real estate acquisition, development, leasing, sales,  and planning (long-range and tactical).   

	K4. 
	General knowledge of seismic, fire, safety and access compliance laws of the State of California for the protection of staff and clients.   

	K5. 
	General knowledge of principles and practices of appraisal as it relates to real estate asset management.  

	K6. 
	General knowledge of the organization of the department and its operating parameters to ensure the efforts and accomplishments of the work unit conform to the overall operations of the department.    

	K7. 
	Extensive knowledge of the resources available within the work unit and the department to provide assistance in meeting goals and objective to ensure that expectation of staff efforts and performance are reasonable and appropriate given available resources.

	K8. 
	Extensive knowledge of current DGS and RESD management and leadership theories, techniques and applications to ensure that strategies employed in the management/supervision and oversight of work unit operations are effective and appropriate.  

	K9. 
	Comprehensive knowledge of the departmental budgeting process to effectively develop and/or assist in the administration of the division and/or work unit budget.   

	K10. 
	General knowledge of the purpose, mission, goals and objectives of the department, division and branch to ensure that the operational policies and procedures conform to the overall objectives of the department, division and branch.  

	K11. 
	General knowledge of the State’s legislative process and the administration of department’s goals and policies to protect the state’s interest relative to pending and proposed legislation and in accordance with specified Departmental guidelines.  

	K12. 
	General knowledge of the Executive Branch process and the administration of department’s goals and policies to protect the state’s interest relative to pending and proposed statewide policy and in accordance with specified Departmental guidelines.  

	K13. 
	General knowledge of principles, practices and trends of public and business administration, including management analysis, economic analyses, planning, program management and evaluation as it relates to managing the division and branch.    

	K14. 
	General knowledge of program development and evaluation methods used to assess the effectiveness of programs and services.    

	K15. 
	Specific knowledge of principles and practices of policy formulation and development as it relates to real estate asset management.  

	K16. 
	General knowledge of personnel procedures to ensure personnel actions (e.g., recruitment, hiring, promotions, testing, labor relations, constructive intervention, etc.) are in compliance with State and Federal laws and regulations as enforced by the Department of Personnel Administration (DPA) and the State Personnel Board (SPB), as well as DGS and Division’s policies, procedures and objectives.  

	K17. 
	General knowledge of conflict resolution techniques to address and deal with conflict and issues that may arise in the work group or division.   

	K18. 
	General knowledge of team-building principles and techniques to conduct team-building sessions which contribute to and promote a positive, cooperative, professional work environment.   

	K19. 
	Extensive knowledge of personnel management principles, methods, and techniques, while operating within a matrix team concept, which contributes to and promotes a positive, cooperative and professional work environment. 

	K20. 
	General knowledge of Equal Employment Opportunity regulations and objectives to promote the department’s equal employment opportunity policies and objectives in making hiring and employment decisions.  

	K21. 
	General knowledge of the manager’s role in the Department’s Equal Employment Opportunity Program and processes available to promote the department’s equal employment opportunity policies and objectives in making hiring and employment decisions.  





	




	Ability to:

	A1. 
	Ability to plan, organize and direct the work activities of multidisciplinary professional and administrative staff in the planning and completion of a variety of projects.    

	A2. 
	Ability to delegate work assignments and appropriate level of responsibility to subordinates in order to complete work assignments and projects.     

	A3. 
	Ability to apply creativity, leadership principles and techniques within the work unit to ensure a productive, professional working environment and to provide for efficient completion of work tasks and assignments.    

	A4. 
	Ability to counsel and guide staff regarding performance expectations, task completion and overall performance issues.     

	A5. 
	Ability to analyze and evaluate the impact and effectiveness of administrative programs, policies, procedures and practices.     

	A6. 
	Ability to develop policies and procedures to provide for effective asset management.  

	A7. 
	Ability to oversee the development of real estate management policies and principles by subordinates designed to ensure effective asset management.   

	A8. 
	Ability to implement new policies, procedures and programs to achieve the overall objectives of the department, division and branch.    

	A9. 
	Ability to manage the program budget by monitoring income and expenses to ensure compliance with the financial business plan.      

	A10. 
	Ability to effectively communicate, both orally and in writing, with branch, divisional and departmental employees, staff from federal, State and local agencies, regulatory and control agencies, elected officials, consultants and/or the public.    

	A11. 
	Ability to establish and maintain cooperative relations with branch, divisional and departmental employees,  staff from federal, State and local agencies,  regulatory and control agencies, elected officials, consultants and/or the public.    

	A12. 
	Ability to use tact and diplomacy when dealing with the needs, problem and/or concerns of a variety of individuals, including branch, divisional and departmental employees,  staff from federal, State and local agencies,  regulatory and control agencies, elected officials, consultants and/or the public.    

	A13. 
	Ability to integrate the work activities of a diverse program to achieve the overall objectives of the department, division and branch.  

	A14. 
	Ability to maintain the confidence and support of executive management on a wide range of real estate matters in order to achieve the overall objectives of the department, division and branch.    

	A15. 
	Ability to accurately analyze situations, reports, data and various information and make recommendations to pursue an effective course of action to achieve the overall objectives of the department, division and branch.      

	A16. 
	Ability to effectively contribute to the Department’s Equal Opportunity objectives.   
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