CEA 3, DEPUTY DIRECTOR

MANAGEMENT SERVICES DIVISION

KNOWLEDGE, SKILLS & ABILITIES (KSAs)

	IMPORTANCE
	
	NEED DAY 1

	0 = Not related to satisfactory job performance
	
	Y = Yes

	1 = Helpful or Desirable to satisfactory job performance
	
	N = No

	2 = Important to satisfactory job performance
	
	

	3 = Essential to satisfactory job performance
	
	


	KNOWLEDGE OF:
	IMPORTANCE
	NEED DAY 1

	1. Knowledge of the organization and functions of California State government including the organization and practices of the Legislature and the Executive Branch.
	
	

	2. Knowledge of principles, practices and trends of public administration, organization and management.
	
	

	3. Knowledge of techniques of organizing and motivating groups.
	
	

	4. Knowledge of program development and evaluation.
	
	

	5. Knowledge of administrative problem solving.
	
	

	6. Knowledge of principles and practices of policy formulation and development.
	
	

	7. Knowledge of personnel management.
	
	

	8. Knowledge of the manager’s role in labor relations.
	
	

	9. Knowledge of the manager’s responsibility for promoting equal opportunity in hiring and employee development and promotion and for maintaining a work environment which is free of discrimination and harassment.
	
	

	10. Knowledge of the State budget process and the operations of key State fiscal control agencies, such as the Department of Finance, Legislative Analysts Office, Bureau of State Audits, State Controller’s Office and the State Treasurer’s Office.
	
	

	11. Knowledge of public and State administrative practices, including principles of organization, personnel management, procurement, contract management, labor relations, equal employment opportunity, and the organization and functions of California State Government.
	
	

	12. Knowledge and ability to advise top level management in the formulation of the Administration’s initiatives.
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	ABILITY TO:
	IMPORTANCE
	NEED DAY 1

	1. Ability to plan, organize and direct the work of multi-disciplinary professional and administrative staff.
	
	

	2. Ability to analyze administrative policies, organization, procedures and practices.
	
	

	3. Ability to integrate the activities of a diverse program to attain common goals.
	
	

	4. Ability to gain the confidence and support of top-level administrators and advise them on a wide range of administrative matters.
	
	

	5. Ability to speak and write effectively.
	
	

	6. Ability to develop cooperative working relationships with representatives of all levels of government, the public and the Legislative and Executive branches.
	
	

	7. Ability to identify and accurately understand complex issues and serve as an expert in developing and implementing effective course of actions which impact the department’s programs.
	
	

	8. Ability to prepare and review reports.
	
	

	9. Ability to effectively promote equal opportunity in employment and maintain a work environment that is free of discrimination and harassment.
	
	

	10. Ability to exercise sound judgment in evaluation policies and negotiating problem resolution with legislative representatives, departments, and control agencies.
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