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                                                    CLASS:  ASSOCIATE MATERIALS ANALYST	

       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 materials management warehousing for all aspects of the State’s procurement process including principles, practices and trends to be in compliance with the State Administrative Manual (SAM) section 3500, State Contracting Manual (volume 2 & 3), established Government Codes and Regulations, Senate Bills, legislation, and Departmental Policies and Procedures.

	K2. 
	General knowledge of industry-wide inventory management, transportation and distribution of products, and current principles, practices and trends to be in compliance with State laws and regulations, and departmental policies.

	K3. 
	General knowledge of data processing systems, software and their applications in order to maintain correct inventory data to be in compliance with State laws and regulations and departmental policies.

	K4. 
	Thorough knowledge of term contract formulation and contract development to establish the purchasing vehicle (such as Purchase Orders, Leveraged Agreements, Master Agreements, Service Contracts, etc.) in compliance with the Public Contract Code 10300, SAM, State Contracting Manual (volume 2 & 3), established Government Codes and Regulations, Senate Bills, legislation, and Department Policies and Procedures.

	K5. 
	Basic knowledge of effective negotiation techniques and administration to establish the best value for the State in accordance with SAM, State Contracting Manual (volume 2 & 3), established Government Codes and Regulations, Senate Bills, legislation, and Departmental Policies and Procedures.

	K6. 
	Basic knowledge of procurement engineering to review technical specifications.

	K7. 
	General knowledge of property reutilization and recycling to reduce the cost to the state and extend the life of the commodities in accordance with SAM, State Contracting Manual (volume 2 & 3), established Government Codes and Regulations, Senate Bills, legislation, and Departmental Policies and Procedures.

	K8. 
	Thorough knowledge of acquisition analysis necessary to establish the correct procurement approach by information obtained from usage reports or historical data to acquire the State’s specific commodity or service needs.

	K9. 
	General knowledge of energy conservation and environmental impact analysis as it relates to commodity procurements.

	K10. 
	General knowledge of cost study techniques including lease-versus-purchase analysis and life cycle costing as it relates to commodity procurements.

	K11. 
	Basic knowledge of logistics as it relates to commodity procurements. 

	K12. 
	General knowledge of statistical analysis and forecasting techniques as it relates to commodity procurements.

	K13. 
	General knowledge of principles and practices of public and business administration as it relates to commodity procurements.

	K14. 
	General knowledge of organization and management to ensure that all acquisitions are made in the best interest of the State.

	K15. 
	Thorough knowledge of methodology or steps taken in conducting analytical studies to ensure that all acquisitions are made in the best interest of the State.

	K16. 
	General knowledge of technical report writing to ensure that all acquisitions are made in the best interest of the State.

	K17. 
	General knowledge of policy formulation to ensure that all acquisitions are made in the best interest of the State.




	

	Skill to:

	S1. 
	

	S2. 
	

	S3. 
	

	S4. 
	





	




	Ability to:

	A1. 
	Ability to analyze situations and problems accurately and take effective action to ensure a fair and competitive process in the best interest of the State.

	A2. 
	Ability to establish and maintain effective working relations with those contacted in the course of work to ensure a positive environment. 

	A3. 
	Ability to plan, organize and lead analytical studies and audits to enhance State utilization of materials. 

	A4. 
	Ability to monitor data systems to ensure accurate records.

	A5. 
	Ability to formulate comprehensive recommendations which synthesize elements of acquisition, warehousing, cost effectiveness, inventory and traffic management, specification development, quality control, space utilization, personnel management and electronic data processing utilization

	A6. 
	Ability to communicate effectively both orally and in writing to provide clear and concise information.

	A7. 
	Ability to successfully negotiate agreements to increase the effectiveness of agencies materials management systems.

	A8. 
	Ability to interpret and apply laws, rules and Policies to ensure the State’s best interests are met.

	A9. 
	Ability to make effective presentations to internal/external customers.

	A10. 
	Ability to gather, research, and compile data as it relates to the procurement and contracting processes.




	




	Special Personal Characteristics:

	SPC1. 
	Willingness to . . . 

	SPC2. 
	Willingness to . . . 

	SPC3. 
	Willingness to . . . 

	SPC4. 
	Willingness to . . . 










_____________________________________

Samples:

Willingness to work overtime and on-call hours as required.
Willingness to work rotating shifts (that is, Saturday and or Sunday shifts) in emergency situations on an as-needed basis.
Willingness to work holiday work shifts in emergency situations.
Willingness to climb ladders to heights of approximately 30 feet.
Willingness to work at heights between approximately 30 and 100 feet.
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