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 KSA LISTING

                                                    CLASS:  Business Service Officer I (Specialist)
       NOTE:  Each position within this classification may be required to possess all or some of these knowledge, skills or abilities.

	#
	Knowledge, Skill, Ability



	
	Knowledge of:

	K1. 
	English grammar and punctuation in order to understand and communicate information at intermediate level.

	K2. 
	Principles and practices of public administration in order to maintain office intercommunication at professional level.

	K3. 
	Financial record keeping in order to evaluate procurement transactions at intermediate level.

	K4. 
	Office equipment and supplies to maintain accurate records (i.e. maintenance, communications, equipment assignments).

	K5. 
	State rules and regulations of procurement goods and services at basic level.

	K6. 
	Building management including office layout, lighting, heating and ventilation in order to facilitate changes and/or repairs at intermediate level.

	K7. 
	Computer software (i.e. Microsoft Software, Excel, etc.) at a general level for the effectiveness and efficiency of overall office operations.


	
	Ability to:

	A1. 
	Communicate clearly in an effective manner at an intermediate level.

	A2. 
	Learn rapidly in order to take on more tasks independently.

	A3. 
	Follow directions in order to accomplish the work with minimum supervision at intermediate level.

	A4. 
	Analyze data accurately in order to arrive at effective conclusions at intermediate level.

	A5. 
	Reason logically in order to determine the proper course of action at a basic level.

	A6. 
	Maintain the confidence and cooperation of those contacted during the course of work in order to effectively complete the work at an intermediate level.

	A7. 
	Utilize good work habits in order to use work time effectively at a standard level.

	A8. 
	Write specifications in order to effectively communicate to the vendor the materials, supplies and equipment needed at intermediate level.

	A9. 
	Ability to determine whether incoming materials, supplies and equipment meet the standards set up in the specifications at intermediate level.

	A10. 
	Utilize office equipment and supplies effectively and economically at basic level in order to perform job duties.

	A11. p
	Prepare rough sketches of proposed alterations and repairs to premises and estimate costs in order to communicate to staff and/or contractors at a standard level.

	A12. 
	Inspect office equipment in order to correctly report their condition and recommend replacements at a standard level.

	A13. 
	Plan and direct the work of others in order to accomplish the assigned tasks at intermediate level.

	A14. 
	Successfully negotiate agreements for office space configurations, equipment, supplies and services in order to meet office needs at an intermediate level.

	A15. 
	Prepare budgetary estimates for equipment, supplies and services in order to plan for timely replacement and/or service at an intermediate level. 

	A16. 
	Analyze situations and problems accurately and take an effective course of action in order to accomplish the work assigned at an intermediate level.

	A17. 
	Work independently in order to accomplish the work assigned at a standard level.

	A18. 
	Meet office work commitments in order to maintain effective working relationships at a standard level. 

	A19. 
	Write effective documents (i.e. reports, letters, emails), in order to communicate with those encountered in daily job functions at a professional level.

	A20. 
	Use of computer programs (i.e. Access, Word, Excel), in order to accomplish assigned tasks at basic level.

	A21. 
	Provide customer service to staff/vendors/contractors in order to maintain effective working relationships at a standard level.

	A22. 
	Apply good organizational methods to effectively manage daily office work.


