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FINAL ‘EDITED’ KSA LISTING

                                                    CLASS: MANAGER, ELECTRONIC DATA PROCESSING, ACQUISITION


       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. 
	Trends and capabilities of information technology management and control processes at an advanced level to provide guidance to state agencies, program staff and suppliers involved in the acquisition process.

	K2. 
	Programs, organization, and management of major electronic data processing at an advanced level using knowledge of customer agencies, state policy, statute and regulations.

	K3. 
	Types and capabilities of electronic data processing equipment and software at an intermediate level to provide guidance to state agencies, program staff and suppliers involved in the acquisition process.

	K4. 
	Vendors, marketing conditions, terms, practices, and prices relating to electronic data processing equipment, supplies and systems at an advance level to provide guidance to state agencies, program staff and suppliers involved in the acquisition process.

	K5. 
	Management Information systems development at a basic level to provide guidance to state agencies, program staff and suppliers involved in the acquisition process.

	K6. 
	Feasibility study reports for electronic data processing systems at an intermediate level to provide guidance to state agencies, program staff and suppliers involved in the acquisition process.

	K7. 
	Lease versus purchase analysis at an intermediate level to provide guidance to state agencies, program staff and suppliers involved in the acquisition process.

	K8. 
	Preparation of information technology solicitations and contracts at an advanced level to provide guidance to state agencies, program staff and suppliers involved in the acquisition process.

	K9. 
	Information technology requirements development at an intermediate level to provide guidance to state agencies, program staff and suppliers involved in the acquisition process.

	K10. 
	Data processing concepts at a basic level to provide guidance to state agencies, program staff and suppliers involved in the acquisition process. 

	K11. 
	Computer operations at a basic level to provide guidance to state agencies, program staff and suppliers involved in the acquisition process.

	K12. 
	Support processes at a basic level to provide guidance to state agencies, program staff and suppliers involved in the acquisition process.

	K13. 
	Programming languages at a basic level to provide guidance to state agencies, program staff and suppliers involved in the acquisition process.

	K14. 
	Systems software at a basic level to provide guidance to state agencies, program staff and suppliers involved in the acquisition process.

	K15. 
	Systems analysis at a basic level to provide guidance to state agencies, program staff and suppliers involved in the acquisition process.

	K16. 
	File organization and access methods at a basic level to provide guidance to state agencies, program staff and suppliers involved in the acquisition process.

	K17. 
	Data base fundamentals at a basic level to provide guidance to state agencies, program staff and suppliers involved in the acquisition process.

	K18. 
	Data communications at a basic level to provide guidance to state agencies, program staff and suppliers involved in the acquisition process.

	K19. 
	Data processing equipment at a basic level to provide guidance to state agencies, program staff and suppliers involved in the acquisition process.

	K20. 
	Group dynamics and leadership at an advanced level to provide guidance to state agencies, program staff and suppliers involved in the acquisition process.

	K21. 
	State laws relating to procurement and contracts at an advanced level to provide guidance to state agencies, program staff and suppliers involved in the acquisition process.

	K22. 
	Federal laws governing electronic data processing vendors at an intermediate level to provide guidance to state agencies, program staff and suppliers involved in the acquisition process.

	K23. 
	Benchmarking procedures at an advanced level to provide guidance to state agencies, program staff and suppliers involved in the acquisition process.

	K24. 
	Personnel training at an advanced level to provide to lead program staff involved in the acquisition process.

	K25. 
	Equipment acquisitions and contracts at an advanced level to provide guidance to state agencies, program staff and suppliers involved in the acquisition process.

	K26. 
	The Department’s Equal Employment Opportunity Program objectives to provide guidance to program staff in training and advancement opportunities.

	K27. 
	The Manager’s role in the Department’s Equal Employment Opportunity Program in making hiring and employment decision.

	K28. 
	The processes available to meet the Department’s Equal Employment Opportunity objectives.

	K29. 
	Legislative process and the budget process at an advanced level to effectively manage the program area and the acquisition process.


	
	Ability to:

	A1. 
	At an intermediate level, provide guidance to program staff on reviewing feasibility reports and lease versus purchase analyses making recommendations to ensure development of requirements designed to attract the broadest possible participation.

	A2. 
	At an intermediate level, provide guidance to program staff on evaluating types and capabilities of information technology equipment, consultants, or software used in State agencies to understand and evaluate product offerings during the acquisition process.

	A3. 
	At an advanced level, provide guidance to program staff who lead and preside over conferences of State managers and vendors that develop lease or purchase requirements for information technology systems to ensure requirements attract the broadest possible participation.

	A4. 
	At an advanced level, provide guidance to program staff involved in negotiating contract changes with vendors to insure that contracts are incompliance with terms and conditions, state policy, statutes and codes.

	A5. 
	At an advanced level, recommend changes in purchase or contract law, rules, policies, and practices to increase efficiency and attract the broadest possible participation from the information technology industry.

	A6. 
	At an advanced level, provide guidance to program staff who analyze bids and proposals, resulting in the award of contracts to the bidder submitting the most responsive proposal in a fair and impartial manner.

	A7. 
	At an advance level, gain the cooperation and acceptance of user agencies, Information Technology officials and marketing representatives in the application and implementation of acquisition policies and procedures to insure that processes are appropriately applied.

	A8. 
	At an advanced level, maintain effective client relations to insure that program performance levels meet customer expectation while adhering to state policies, statutes, and codes.

	A9. 
	At an advanced level, communicate effectively with both internal staff and external stake holders providing an environment where expectations are understood, thereby facilitating efficient acquisition process and service levels.

	A10. 
	At an advanced level, make effective oral presentations to internal staff and external stakeholders that to gain acceptance of the division or program position.

	A11. 
	At an advanced level, prepare clear and concise reports to internal and external stakeholders to provide executive status or gain acceptance of the division or program position.

	A12. 
	At an advanced level, analyze situations accurately to efficiently manage program and take effective action in compliance with state policy, statute and code.

	A13. 
	Effectively contribute to the Department’s Equal Employment Opportunity objectives in making program hiring and employment decisions.

	A14. 
	At an advanced level, develop innovative solutions to management problems to efficiently manage program and take effective action in compliance with state policy, statute and code.

	A15. 
	At an advanced level, develop innovative solutions to management problems to efficiently manage program and take effective action in compliance with state policy, statute and code.


Note:
Highlighted KSAs were eliminated from further consideration which had an EE or a CK rating of less than 1.5 and an IK Index of less than 3.0.  (See “KSA Rating Summary Worksheet.”)
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