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INITIAL KSA LISTING

                                                    CLASS:  PROGRAM TECHNICIAN II

       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. 
	Basic modern office methods, equipment, (such as copier machine, FAX, scanners, mail meter, phone, etc…) and procedures used in daily office functions to perform routine task efficiently.

	K2. 
	Appropriate laws, rules, regulations, and policies at an intermediate level of the State of California governing the Division of State Architect program within the Department of General Services applied in reviewing files and/or responding to inquiries.

	K3. 
	Personal computer, including electronic mail, word processing, spreadsheet and other data base systems at an intermediate level to perform a variety of daily operational functions within the office.

	K4. 
	Basic mathematic equations used in calculation of fees.

	K5. 
	Basic correspondence methods used in requesting information and/or replying to inquiries.


	
	Skill to:

	S1. 
	Organize basic daily tasks to perform and/or complete the various assignments in a timely manner.


	
	Ability to:

	A1. 
	Perform clerical and technical work at an intermediate level to perform the duties required in the daily operations of the office.

	A2. 
	Follow basic written and/or oral directions from management, supervisor, or technical staff to perform and complete assignments.

	A3. 
	Evaluate situations accurately and take effective action at a technical level to solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists.

	A4. 
	Learn and apply laws, rules, regulations, procedures, and policies used in accurately assessing project information and status of files.

	A5. 
	Make basic arithmetic calculations with speed and accuracy to ensure correct fees and a timely response.

	A6. 
	Read and write English at an intermediate level required in the daily operational functions for a successful job performance.

	A7. 
	Meet and deal tactfully with the public, co-workers, and/or clients, face-to-face, telephone, and/or e-mail in a professional manner in the conduction of the daily business operations.

	A8. 
	Effectively communicate information both verbally and in writing in order to obtain, provide, and/or respond to information from the public, co-workers, and/or clients in a professional manner.

	A9. 
	Perform basic addition, subtraction, multiplication and division in all units of measure, using whole numbers, rate, ratio, percentage, common fractions and decimals to estimate calculation of fees required for projects.

	A10. 
	Work independently at a professional level to complete assignment successfully and accurately.

	A11. 
	File and sort project documents in a basic numerical order to maintain an updated organized filing system.


	
	Special Personal Characteristics:

	SPC1. 
	Willingness to lean new office equipment/function to complete necessary task. 

	SPC2. 
	Willingness to work in a team environment for the success of the office. 


_____________________________________

Samples:

Willingness to work overtime and on-call hours as required.

Willingness to work rotating shifts (that is, Saturday and or Sunday shifts) in emergency situations on an as-needed basis.

Willingness to work holiday work shifts in emergency situations.

Willingness to climb ladders to heights of approximately 30 feet.

Willingness to work at heights between approximately 30 and 100 feet.
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