[image: image1.png]


FINAL KSA LISTING

                                                    CLASS:   ASSOCIATE SPACE PLANNER


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

	#
	Knowledge, Skill, Ability



	
	Knowledge 

	K1. 
	Comprehensive knowledge of the principles and practices of commercial architecture, office planning and design, and development of facilities planning programs as it relates to commercial real estate in order to fulfill program requirements.   

	K2. 
	Comprehensive knowledge of building code requirements and regulations as it relates to commercial real estate in order to comply with state and federal codes.   

	K3. 
	Comprehensive knowledge of architectural and building materials as it relates to the design and planning of commercial real estate. 

	K4. 
	Comprehensive knowledge of project management concepts and principles to oversee and ensure the successful completion of space planning projects.  

	K5. 
	General knowledge of structural, mechanical and electrical engineering systems as it relates to commercial real estate.  

	K6. 
	General knowledge of computer software (e.g., Microsoft Word, Excel, Scheduling software, Power Point, etc.) to prepare specifications, reports, design and construction estimates, etc.

	K7. 
	General knowledge of Computer Aided Drafting and Design System (CADD) to prepare drawings and standardized formats relating to space planning.

	K8. 
	General knowledge of communication skills and conflict resolution techniques to address and deal with conflicts and issues that may arise in the work group or project setting.


	
	Ability to:

	A1. 
	Ability to effectively communicate graphic design concepts (i.e., rendering, planning, drawing) by hand and commuter aided drafting (CADD).

	A2. 
	Ability to effectively inspect and check the work of others in order to ensure compliance with project requirements.

	A3. 
	Ability to effectively direct the work of others by acting as lead in space planning projects by providing technical expertise to various individuals (e.g., delineators, architects, engineers, contractors, etc.)

	A4. 
	Ability to effectively evaluate existing facilities to assess suitability for customer occupancy and ensure compliance with project requirements.   

	A5. 
	Ability to effectively prepare reports and/or recommendations relating to space planning in order to ensure compliance with the project’s requirements.

	A6. 
	Ability to effectively interpret and apply State laws, rules and regulations as it relates to space planning in State facilities.

	A7. 
	Ability to effectively interpret data used in the common methods of space planning to ensure facilities meet the customer’s needs and are in compliance with the State’s requirements.

	A8. 
	Ability to effectively analyze problems and situations relating to space planning and take effective action.    

	A9. 
	Ability to effectively establish and maintain cooperative relations with departmental employees, personnel from other State agencies, staff from federal and/or local agencies, customers, consultants, vendors, and/or the public to accomplish the State’s real estate objectives.                  

	A10. 
	Ability to effectively communicate, both orally and in writing, in order to secure and maintain the respect and cooperation of others while ensuring compliance with the Division’s mission, goals and objectives.   

	A11. 
	Ability to effectively coordinate and manage projects from initiation to completion with a variety of individuals (e.g., delineator, architects, space planners, engineers, building owners, contractors, developers, etc.) in order to ensure successful completion of projects.

	A12. 
	Ability to effectively promote and be accountable for customer satisfaction and quality service.    

	A13. 
	Ability to effectively recommend and promote innovative project solutions to meet customer’s needs.  

	A14. 
	Ability to operate computer software (i.e., databases, spreadsheets, project management software, Outlook, etc.) for the effectiveness and efficiency of overall business operations.

	A15. 
	Ability to effectively work under the pressure of tight timelines and/or budgets when completing projects or assignments.

	A16. 
	Ability to effectively resolve disagreements, conflicts and/or disputes in connection with work responsibilities to maintain a professional business environment.

	A17. 
	Ability to be flexible in adapting to changes in priorities, assignments and other interruptions that may impact pre-established timelines for project completion.


	
	Special Personal Characteristics:

	SPC1. 
	Willingness to travel throughout the state by vehicle or airplane.

	SPC2. 
	Willingness to work beyond typical work hours to complete projects.

	SPC3. 
	Willingness to climb ladders or stairs at construction zones and access building maintenance areas.

	SPC4. 
	Willingness to wear safety equipment at construction sites.
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