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FINAL ‘EDITED’ KSA LISTING

                                                                     Office Building Manager IV


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

	#
	Knowledge, Skill, Ability



	
	

	K1. 
	Advanced knowledge of methods used in caring for an individual or group of large public buildings and grounds to provide tenants and the public with a safe and healthy environment while preserving the State’s investment in real property.

	K2. 
	General knowledge of modern methods of heating, lighting, and ventilating large buildings to provide tenants and the public with a safe and healthy environment while preserving the State’s investment in real property.

	K3. 
	General knowledge of preventive maintenance, repair and operation of various types of building equipment/systems to provide tenants and the public with a safe and healthy environment while preserving the State’s investment in real property.

	K4. 
	General knowledge of materials and supplies (including green/safe items) used in construction, alteration, and maintenance of buildings and grounds to provide tenants and the public with a safe and healthy environment while preserving the State’s investment in real property.                     

	K5. 
	General knowledge of methods used in requisitioning, receiving, checking, storing, and issuing to provide tenants and the public with a safe and healthy environment while preserving the State’s investment in real property.                     

	K6. 
	General knowledge of requirements, methods, and practices of the common trades and crafts to provide tenants and the public with a safe and healthy environment while preserving the State’s investment in real property.         

	K7. 
	General knowledge of methods and practices of custodial operations in large office buildings to provide tenants and the public with a safe and healthy environment while preserving the State’s investment in real property.

	K8. 
	Advanced knowledge of principles of personnel management and effective supervision and delegating work programs to subordinates and following up on their compliance to assure the tenants and the public have a safe and healthy environment. 

	K9. 
	General knowledge of estimating costs and materials involved in making building alterations.

	K10. 
	Broad knowledge of principles and techniques of planning building maintenance schedules.

	K11. 
	General knowledge of the department's Equal Employment Opportunity Program to meet the department’s goals of providing the workplace free of discrimination.

	K12. 
	General knowledge of the manager’s role in the Equal Employment Opportunity Program and the processes available to meet equal employment action objectives to meet the department’s goals of providing the workplace free of discrimination.


	
	Ability to:

	A1. 
	Advanced ability to read, write, and orally communicate English at a level required for successful performance to effectively provide information to tenants, staff, public, etc.

	A2. 
	Advanced ability to effectively manage and delegate work programs to subordinates and follow up on their compliance to assure a safe and healthy environment while preserving the State’s investment in real property.

	A3. 
	Advanced ability to provide preventive, corrective and disciplinary administrative personnel practices over a large maintenance, repair, and custodial staff to achieve BPM’s goals for upward mobility, unity, teamwork, etc.

	A4. 
	Advanced ability to read and interpret plans, drawings, and specifications to assure a safe and healthy environment while preserving the State’s investment in real property.


	A5. 
	General ability to analyze cost estimates of materials and labor involved in making alterations and repairs to preserve the State’s investment in real property while maintaining budget line items. 

	A6. 
	General ability to plan and document maintenance routines and schedules to preserve the State’s investment in real property.         

	A7. 
	Advanced ability to prepare reports and budget recommendations (i.e., 5 year plan projections, etc.) to preserve the State’s investment in real property while maintaining a cost-effective budget.

	A8. 
	Advanced ability to resolve controversial situations in connection with work responsibilities, space allocations and relations with others to maintain a professional business environment. 

	A9. 
	Advanced ability to analyze situations, prioritize, and take effective action to resolve complex issues.

	A10. 
	General ability to effectively contribute to the department's Equal Employment Opportunity objectives to meet the department’s goals of providing the workplace free of discrimination and promote upward mobility.

	A11. G
	General ability to be creative and innovative in the processes of building management.

	A12. 
	Advanced ability to communicate effectively in stressful situations.


	
	SPECIAL PERSONAL CHARACTERISTICS

	SPC1. 
	Willingness to work in a politically sensitive environment.

	SPC2. 
	Willingness to represent the organization before public forums.

	SPC3. 
	Willingness to travel and work away from the headquarters’ office.

	SPC4. 
	Willingness to work in a team environment.

	SPC5. 
	Willingness to speak before public forums.

	SPC6. 
	Willingness to accept complex and challenging situations.

	SPC7. 
	Willingness to work under stressful conditions.

	SPC8. 
	Willingness to adapt to new processes and/or technology.

	SPC9. 
	Willingness to be on call.

	SPC10. 
	Willingness to be creative and innovative in providing solutions.
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