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                                                      CLASS:  ASSOCIATE OPERATIONS SPECIALIST

NOTE:  Each position within this classification may perform some or all of these tasks.
	Task #
	Task
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	1. 

	Provides support to the senior staff and other levels of management to facilitate the planning and research activities of the Department of General Services (DGS) utilizing editing, facilitation and publication at the general direction of management. 


	2. 
	Assists the senior staff and other levels of management to identify specific areas of interest and concerns, utilizing journey-level analytical and research skills, at the direction of management.


	3. 
	Assists the senior staff and other levels of management to determine the appropriate action to be taken with specific areas of interest and concerns, utilizing analytical and planning methodology skills at the direction of management. 


	4. 
	Researches studies, issue papers, surveys, and reference material to provide recommendations/alternatives to management on various issues using data gathered from all available sources (e.g. public/private entities, other state agencies, departmental reports, state archives, libraries, electronic data sources, etc.) at the direction of management. 


	5. 
	Evaluates studies, issue papers, surveys, and reference material to provide recommendations/alternatives to management on various issues using data gathered from all available sources (e.g. public/private entities, other state agencies, departmental reports, state archives, libraries, electronic data sources, etc.) at the direction of management.


	6. 
	Identifies resources needed and available for implementation of planning activities, new policies, and research activities utilizing the Internet, internal sources, external sources; state, local and federal government resources and private sector at the direction of management.


	7. 
	Determines the proper methodology to senior staff and other levels of management to conduct research projects using various quantitative and qualitative research techniques at the direction of management.  


	8. 
	Recommends the proper methodology to senior staff and other levels of management to conduct research projects using various quantitative and qualitative research techniques at the direction of management. 


	9. 
	Conducts analytical studies and surveys to ensure effective planning and research for DGS, utilizing statistical, analytical skills, and planning methodology at the direction of management.


	10. 
	Reviews analytical studies and surveys to ensure effective planning and research for DGS, utilizing statistical, analytical skills, and planning methodology at the direction of management.


	11. 
	Assists the senior staff and other levels of management Implementing appropriate research techniques (e.g., collecting and analyzing data, working with staff and management of various DGS programs to discuss issues and findings, etc.) to ensure effective planning and research for DGS, utilizing journey-level, analytical and inter-personal skills at the direction of management. 


	12. 
	Recommends resolution to a broad spectrum of administrative and program-related problems to ensure effective planning and research, utilizing journey-level analytical skills (e.g., problem-solving, evaluation and findings, etc.) at the direction of management.   


	13. 
	Provides reports to senior staff and other levels of management that provide a comprehensive overview of the department’s operations by working with staff and management in the various DGS programs, other state departments or the private sector to gather data and discuss issues and findings at the direction of management.   


	14. 
	Makes presentations regarding the research and recommendations to the senior staff and other levels of management on the findings of the research, data collection and analysis at the direction of management.


	15. 
	Analyzes DGS business processes to ensure the planning and research activities of DGS, utilizing journey-level skills at the direction of management.


	16. 
	Evaluates DGS business processes to ensure the planning and research activities of DGS, utilizing journey-level skills at the direction of management.


	17. 
	Assists the senior staff and other levels of management reengineer DGS business processes to ensure the planning and research activities of DGS, utilizing journey-level skills at the direction of management. 


	18. 
	Creates presentations and briefing materials for senior staff and other levels of management to ensure the continuity and quality of DGS data by utilizing publication and presentation skills at the direction of management. 


	19. 
	Identifies specific areas of interest or concern by working with and meeting with senior staff and other levels of management in order to facilitate effective planning for DGS utilizing analytical and planning methodologies at the direction of management.


	20. 
	Drafts issue papers with recommendations for policy changes based on analysis of research, planning activities, market trends, and various other factors to respond to the need for departmental and programmatic policies within the DGS, other state departments or the private sector and at the request of the senior staff and other levels of management, utilizing presentation skills and methodology, as appropriate at the direction of management.


	21. 
	Identifies areas where policy is lacking, outdated and in need of clarification in order to address the need for current and effective department-wide and program-specific policies within DGS, to ensure policy compliance under the direction of management.


	22. 
	Reviews the responsibilities of the department in order to address the need for current and effective department-wide and program-specific policies within DGS, by researching current and proposed policies and utilizing inter-personal and analytical skills, as needed under the direction of management.



	23. 
	Recommends policy changes based on analysis of research, planning activities, market trends, political climate, etc. in order to address the need for current and effective department-wide and program-specific policies within DGS, by utilizing departmental policies, current laws, rules and regulations, and legislation at the direction of management.


	24. 
	Identifies resources needed and available for implementation of planning activities, new policies, and research activities in order to bring about change and resolution to issues, utilizing the Internet, internal sources, external sources, state, local and federal government resources and private sector at the direction of management.


	25. 
	Effectively present ideas and information orally and/or in writing to all levels of staff on a wide variety of subjects regarding departmental, other state departments or the private sector issues, concerns, services and products utilizing writing skills, interpersonal skills, oral communication skills, computer software, audio-visual aids, handouts, etc., at the direction of management.


	26. 
	Collects data to provide recommendations and alternatives and solutions to senior staff and other levels of management by analyzing the data collected utilizing the Internet, internal sources, external sources;, state, local and federal government resources and private sector, writing skills, interpersonal skills, oral communication skills, computer software, audio-visual aids, handouts at the direction of management.


	27. 
	Participate and/or act as a team or task force leader on various departmental projects and statewide activities to address departmental and statewide impact utilizing the Internet, internal sources, external sources;, state, local and federal government resources and private sector, writing skills, interpersonal skills, oral communication skills, computer software, audio-visual aids, handouts at the direction of management. 
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