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                                                    CLASS: Associate Small Business Officer

       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. 
	Advanced knowledge of Arithmetic for calculation of averages and analysis of financial documents, etc.

	K2. 
	Advanced knowledge of spelling and grammar for professional communication, letters, forms and other formats.

	K3. 
	Advanced knowledge of small business administration practices and concepts for analysis and communication with clients.

	K4. 
	Advanced knowledge of Federal, State, local and private agency programs that develop small business opportunities for communication to clients

	K5. 
	Advanced knowledge of principles of public administration interpretation and application of rules and regulations

	K6. 
	Advanced knowledge of State procurement practices for directing clients.

	K7. 
	Advanced knowledge of complex certification situations (e.g. compliance audits, appeal processes, regulatory sanctions, etc.) to process complex files and respond to challenges.

	K8. 
	Advanced knowledge of research techniques to prepare recommendations such as issue papers.




	

	Skill to:

	S1. 
	Advanced skill to communicate (written and oral) effectively to express complex details which support certification decisions

	S2. 
	Advanced skill to organize and plan for competing workload priorities to meet legislative and regulatory deadlines

	S3. 
	Advanced skill to enter data accurately into computer databases to avoid State liability for errors.

	S4. 
	Advanced skill to interact professionally with clients, government agencies and team members to minimize conflict and diffuse inappropriate behavior.

	S5. 
	Advanced skill to analyze situations to interpret and apply rules and regulations in order to take effective and timely action.

	S6. 
	Advanced skill to present program information at the appropriate level for the audience

	S7. 
	Advanced skill to collect and analyze conflicting data to document the facts and support decisions 






	




	Ability to:

	A1. 
	Advanced ability to understand and relate effectively to persons of varied ethnic backgrounds to improve communication and reduce conflict

	A2. 
	Advanced ability to learn rapidly and adjust to changing technology and varied certification applications in order to produce timely and accurate certification decisions

	A3. 
	Advanced ability to follow directions, communicate effectively with other staff and those contacted in the work in order to keep a professional, violence free work environment

	A4. 
	Advanced ability to acquire work habits such as punctuality, skill, neatness, and dependability to maintain a fast paced production environment 

	A5. 
	Advanced ability to interpret and apply rules and regulations to reach accurate certification decisions

	A6. 
	Advanced ability to gather and analyze data and reason logically and accurately to reach accurate certification decisions

	A7. 
	Advanced ability to analyze situations accurately and take effective action to maintain quality work flow

	A8. 
	Advanced ability to progressively perform more difficult tasks to maintain quality work flow

	A9. 
	Advanced ability to use computer and different software programs to maintain quality work flow

	A10. 
	Advanced ability to use multi-line telephone systems to maintain quality work flow

	A11. 
	Advanced ability to maintain confidentiality to minimize State liability 

	A12. 
	Advanced ability to manage stress and deadlines to maintain quality work flow

	A13. 
	Advanced ability to make presentations to groups using various software and tools to communicate program requirements

	A14. 
	Advanced ability to navigate websites and use other research tools to prepare reports and support certification decisions










_____________________________________

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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