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                                                    CLASS:  LEGISLATIVE COORDINATOR	

       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. 
	Extensive knowledge of organization, functions, and processes of the legislative branch.

	K2. 
	Considerable knowledge of constitutional requirements related to special sessions of the Legislature.

	K3. 
	Considerable knowledge of constitutional authorities and responsibilities of the Governor as related to legislation.

	K4. 
	Extensive knowledge of California Government organization, functions and administrative processes.

	K5. 
	Considerable knowledge of the Principles of public administration.

	K6. 
	General knowledge of modern office methods and procedures.

	K7. 
	General knowledge of the Department's Equal Employment Opportunity objectives.

	K8. 
	General knowledge of a manager's role in Equal Employment Opportunity.

	K9. 
	General knowledge of the processes available to meet the departments Equal Employment Opportunity objectives.

	K10. 
	Extensive knowledge of advocacy methods within the California Legislature. 

	K11. 
	Considerable knowledge of research tools and techniques.




	

	Skill to:

	S1. 
	Establish and maintain cooperative working relationships.

	S2. 
	Write detailed and accurate analysis.

	S3. 
	Speak at Public venues. 

	S4. 
	Negotiate positions on various issues.  

	S5. 
	Communicate effectively with people at various levels.

	S6. 
	Persuasively advocate on multiple issues.



	




	Ability to:

	A1. 
	Analyze legislation and identify that which is of concern to the Department of General Services.

	A2. 
	Develop techniques for assembling, recording, retrieving, routing, and analyzing large volumes of data concerning new legislation.

	A3. 
	Analyze legislative data on enrolled bills.

	A4. 
	Lay out and coordinate work of others during general sessions of the Legislature.

	A5. 
	Establish and maintain cooperative working relationships.

	A6. 
	Analyze situations accurately and adopt an effective course of action.

	A7. 
	Speak and write effectively.

	A8. 
	Effectively contribute to the department's Equal Employment Opportunity objectives.

	A9. 
	Handle multiple priorities and meet deadlines.

	A10. 
	Advocate Departments positions with the Legislature.

	A11. 
	Handle work assignments with tact and diplomacy.

	A12. 
	Exercise efficiency, and professionalism in day to day activities. 
















	




	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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