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                                                    CLASS:  Staff EDP Acquisition Specialist

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



	K1. [bookmark: _GoBack]
	General knowledge of trends and capabilities associated with information technology (IT) including telecommunications (Telecom). 


	K2. 
	General knowledge of acquisition methodologies to recommend the type of solicitations to be used. 

	K3. 
	General knowledge of programs, organizations, and management of major IT processing using departments for the purchase of IT goods (hardware and software) and services. 


	K4. 
	General knowledge of types and capabilities of IT goods and services to develop solicitation and contract language.

	K5. 
	General knowledge of suppliers, marketing conditions, terms, practices, and prices relating to IT equipment, supplies and systems to aide in determining a value effective acquisition process.

	K6. 
	General knowledge of IT systems development; project authorization documents (feasibility study report, information technology procurement plan, special project report, desktop mobile computing policy, etc.) for IT systems; lease versus purchase analysis in order to ensure project is conducted in accordance with all statewide IT and/or PD  policies and procedures.


	K7. 
	General knowledge of the preparation of informal/formal IT solicitation documents (Request for Quotation, Invitation for Bid and Request for Proposals) and IT contracts in order to facilitate the procurement/contract processes.


	K8. 
	General knowledge of IT procurement specification development to create the solicitation document.

	K9. 
	General knowledge of IT principles, concepts and practices for analysis, design, development, implementation, testing, maintenance, documentation, etc. for the purchase and delivery of IT goods and services.


	K10. 
	General knowledge of programming languages in order to understand hardware and software relationships as it relates to complex IT procurements and contracts.

	K11. 
	General knowledge of system software in order to understand hardware and software relationships as it relates to complex IT procurements and contracts.

	K12. 
	General knowledge of systems analyses in order to procure complex IT goods and services.

	K13. 
	General knowledge of data base fundamentals in order to procure IT goods and services.

	K14. 
	General knowledge of telecom in order to procure IT goods and services.

	K15. 
	General knowledge of IT equipment in order to procure IT goods and services.

	K16. 
	General knowledge of group dynamics and leadership principles to facilitate effective communication amongst project stakeholders.

	K17. 
	General knowledge of public purchasing laws and codes specific to IT procurements and contracting to ensure compliance with statutory requirements. 

	K18. 
	General knowledge of federal laws governing IT vendors to ensure compliance with statutory requirements.

	K19. 
	General knowledge of benchmarking procedures in order to validate solicitation functional requirements. 

	K20. 
	General knowledge of IT equipment acquisitions and contracts to ensure compliance with State rules and policies. 

	K21. 
	General knowledge of the State mandates governing the preference and participation programs relating to procurements in order to ensure compliance with applicable statutes governing IT procurements.

	K22. 
	General knowledge of the State contract management process specific to managing IT contracts to ensure contracts constructed are in accordance with all statewide IT and/or PD policies and procedures.

	K23. 
	General knowledge of value-effective concepts and cost modeling to develop criteria for the procurement of IT goods and services.

	K24. 
	General knowledge of State IT project and procurement processes, including FSR, SPR, and PIER requirements; ITPP requirements; and competitive, non-competitive, and LPA methodologies/requirements; and project management methodologies.

	K25. 
	General knowledge of Public Contract Code, Government Code, and California Code of Regulations relating to State procurement; State Administrative Manual; State Contracting Manual; State Telecommunications Management Manual; and State Information Management Manual.

	K26. 
	Basic knowledge of the Division’s organization, programs, and IT applications, and a conceptual understanding of the Division’s vision for the future.

	K27. 
	General knowledge of Western States Contracting Alliance (WSCA), National Association of State Purchasing Officials (NASPO), California Professional Purchasing Officials (CAPPO), and National Contract Management Association (NCMA) to identify best practices for IT procurement.

	K28. 
	General knowledge of IT general and special provisions to create contracts. 

	K29. 
	General knowledge of the States organizational structure to facilitate approval process.



	S1.
	General skill to perform basic math calculations to analyze data or solve problems. 

	S2.
	General skill to provide good customer service to further the goal of helping satisfy customer’s needs.

	S3.
	General skill to read and understand State and Federal statutes, regulations, policies and procedures to ensure compliance with applicable statutes, regulations and, policies.

	S4.
	General skill to negotiate offers with suppliers to obtain best and final offer.

	S5.
	General skill to effectively write clear and concise documents. 

	S6.
	General skill to conduct research to obtain necessary information.

	S7.
	General skill to operate a personal computer using various software programs to complete work tasks.




	A1.
	General ability to review project authorization documents (feasibility study report, information technology procurement plan, special project report, desktop mobile computing policy, etc.) and lease versus purchase analyses and make suggestions to ensure development of contract specifications designed to attract the broadest possible participation from competitive IT suppliers.

	 A2.
	General ability to provide evaluation criteria on types and capabilities of IT hardware and software, personal and consulting services used by State agencies in order to develop value effective IT solicitations.

	A3.
	General ability to lead and preside over conferences of State managers and program teams in developing specifications for IT systems in order to develop value effective IT solicitations.

	A4.
	General ability to negotiate specification changes with suppliers in order to facilitate a fair and competitive procurement process.

	A5.
	General ability to recommend changes in acquisition or contract laws, rules, policies, and practices to increase competition from the IT industry.

	A6.
	General ability to analyze bids and proposals and award contracts to the lowest responsive and responsible bidder or the most value effective proposal in a fair and impartial manner.
 

	A7.
	General ability to gain cooperation and acceptance as an expert in IT-user departments, State IT officials and marketing representatives in order to facilitate the IT procurement process.


	A8.
	General ability to maintain effective customer relations in order to facilitate the IT procurement process.


	A9.
	General ability to communicate effectively both written and verbally in order to provide information to management, staff, and customers.


	A10.
	General ability to make oral presentations on technical IT subject matter in order to facilitate the IT procurement process.


	A11.
	General ability to prepare clear and concise reports in order to provide information to management, staff, executives, attorneys, and external customers.


	A12.
	General ability to analyze situations accurately and take effective action in order to mitigate potential problems/risks in the procurement process.


	A13.
	General ability to obtain consensus/approvals from end-users, management and staff on project issues and status for successful implementation.


	A14.
	General ability to establish and maintain effective working relationships in order to facilitate a successful procurement process.


	A15.
	General ability to monitor and resolve problems to validate purchasing authority and processes.

	A16.
	General ability to apply creative thinking to recommend process improvement and the design of methods of collecting information.

	A17.
	General ability to adequately plan and complete multiple assignments at the same time that are in various stages of completion.

	A18.
	General ability to analyze contract requests to determine compliance with state rules, regulations, policies, statutes, etc.

	A19.
	General ability to lead team members through IT procurement processes

	A20.
	General ability to develop IT specifications on types and capabilities of IT hardware and software, personal and consulting services used by State agencies in order to develop value effective IT solicitations.
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