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 KSA LISTING

                                                    CLASS: SCHOOL FACILITIES PROGRAM ADMINISTRATOR I

       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. 
	Knowledge of facilities planning in order to effectively validate the appropriateness of the funding requests associated with the construction of school facilities in accordance with industry standards and State laws, regulations, policies and procedures.

	K2. 
	Knowledge of urban planning in order to effectively validate appropriateness of the funding requests associated with the construction of school facilities in accordance with industry standards and State laws, regulations, policies and procedures.

	K3. 
	Knowledge of building construction techniques in order to effectively determine the validity of the cost, quantity and square footage of school buildings and to establish the maximum allowable grants (e.g., site development, facility hardship, etc.) in accordance with industry standards and State laws, regulations, policies and procedures.

	K4. 
	Knowledge of building cost and estimating methods to effectively review, verify, determine and research construction plans in accordance with the laws (e.g., State, Federal, etc.), SAB regulations, policies and procedures of the various school facilities programs in accordance with industry standards and State laws, regulations, policies and procedures.

	K5. 
	Knowledge of construction plan review (e.g., school construction plans, specifications, etc.) to effectively verify the validity of the cost, quantity and square footage of school buildings in order to establish the maximum allowable grants (e.g., site development, facility hardship, etc.) in accordance with industry standards and State laws, regulations, policies and procedures.

	K6. 
	Knowledge of construction business management in order to effectively provide guidance to school districts and their representatives (e.g., architects, engineers, cost estimators, consultants) through the state agency review and processing as it relates to the construction of school facilities projects in accordance with industry standards and State laws, regulations, policies and procedures.

	K7. 
	Knowledge of the organization of the department, OPSC and SAB and its operating parameters to ensure that the efforts and accomplishments of the program correspond with the overall operations of the department.

	K8. 
	Knowledge of roles and functions of the State and local government agencies (e.g., California Department of Education [CDE], Division of the State Architect [DSA], Department of Toxic Substance Control [DTSC], local planning agencies, etc.) to effectively ensure proper implementation and management of the various school facilities programs, are in compliance with State, Federal, etc. laws, SAB regulations, policies and procedures, and meet the goals and objectives of DGS and SAB.

	K9. 
	Knowledge of the State approval process for local school construction in order to effectively validate the appropriateness of the funding requests associated with the construction of school facilities in accordance with industry standards and State laws, regulations, policies and procedures.

	K10. 
	Knowledge of environmental impact studies and energy conservation laws and practices of the State of California and the Federal Government as it relates to construction of school facilities in accordance with industry standards and State laws, regulations, policies and procedures. 

	K11. 
	Knowledge of real estate basic principles such as real estate appraisal, acquisition, development, leasing, sales, planning, relocation assistance, condemnation, etc. in order to effectively determine the validity of the value and acreage of school sites in order to establish the maximum allowable grants. 

	K12. 
	Knowledge of computer software (e.g., Microsoft Office, Excel, ABMS, Power Point, PAL, Outlook, etc.) for the effectiveness and efficiency of overall business operations.

	K13. 
	Knowledge of laws governing contracts and agreements in order to effectively develop and manage contracts associated with the design and construction of school facilities to ensure compliance with legislative and SAB directives, program requirements, etc.

	K14. 
	Knowledge of the State's procurement methods, rules and requirements to effectively enter into contracts for products or services from outside vendors or other State agencies.

	K15. 
	Knowledge of school financing mechanisms (e.g., developer fees, General Obligation Bonds, Mello-Roos, Certificates of Participation, etc.) in order to effectively validate the appropriateness of the funding requests associated with the construction of school facilities in accordance with industry standards and State laws, regulations, policies and procedures.

	K16. 
	Knowledge of the departmental budgeting process to effectively develop and/or assist in the development of the work unit and/or program budget.      

	K17. 
	Knowledge of personnel procedures to effectively ensure personnel actions (e.g., recruitment, hiring, promotions, testing, labor relations, constructive intervention, etc.) are in compliance with State and Federal laws and regulations as enforced by the Department of Personnel Administration (DPA) and the State Personnel Board (SPB), as well as DGS and OPSC’s policies, procedures and objectives.  

	K18. 
	Knowledge of conflict resolution techniques to effectively address and deal with conflict and issues that may arise in the work group or OPSC.

	K19. 
	Knowledge of personnel management principles, methods, and techniques, while operating within a team concept, which contributes to and promotes a positive, cooperative and professional work environment. 

	K20. 
	Knowledge of time management techniques to effectively oversee the prioritization and management of staff resources to administer the SAB programs.

	K21. 
	Knowledge of Equal Employment Opportunity regulations and objectives to promote the department’s equal employment opportunity policies and objectives in making hiring and employment decisions.  

	K22. 
	Knowledge of the supervisor’s role in the Department’s Equal Employment Opportunity Program and processes available to promote the department’s equal employment opportunity policies and objectives in making hiring and employment decisions.  

	K23. 
	Knowledge of the supervisor’s role in labor relations and processes available to meet the program objectives. 


	
	Ability to:

	A1. 
	Ability to effectively analyze construction documents (e.g., drawings, specifications, estimates, contracts, etc.), real estate documents and/or court documents to establish the allowable grants, contracts for service or equipment procurements to assure a safe and healthy environment of school facilities while preserving the State’s funding interest.

	A2. 
	Ability to prepare reports and correspondence at a level required for successful job performance to effectively provide information to Legislature, stakeholders, staff, public, etc.

	A3. 
	Ability to clearly and effectively communicate ideas and information orally and in writing with a variety of audience (e.g., departmental staff, school administrators, public, etc.)

	A4. 
	Ability to effectively interpret and apply various laws (e.g., State, Federal, SAB regulations, policies and procedures, etc.) of the various school facilities programs.

	A5. 
	Ability to effectively analyze legislation to protect the state’s interest relative to pending and proposed legislation and in accordance with specified Departmental, SAB, and OPSC guidelines.  

	A6. 
	Ability to effectively develop policies, rules and regulations to provide for the effective operation of OPSC and SAB.

	A7. 
	Ability to effectively explain and coordinate various program requirements (e.g., eligibility, funding, etc.) with various governmental agencies associated with the construction of school facilities.

	A8. 
	Ability to effectively work with a variety of individuals (e.g., high level officials [legislature, school district superintendents, politicians, etc.] architects, engineers, etc.) on sensitive matters pertaining to various state school aid program requirements.  

	A9. 
	Ability to effectively resolve sensitive and complex issues pertaining to SAB and the state school building programs.  

	A10. 
	Ability to effectively supervise a group of analysts engaged in activities related to the administration of the various SAB and the state school building programs. 

	A11. 
	Ability to effectively contribute through the supervisor’s role in labor relations and processes in order to meet the Department’s objectives.


	
	Special Personal Characteristics:

	SPC1. 
	Willingness to travel throughout the state.

	SPC2. 
	Willingness to convey concepts clearly while making presentations before a large audience regarding complex and controversial issues. 

	SPC3. 
	Willingness to work beyond typical work hours to accomplish program objectives. 

	SPC4. 
	Willingness to maintain confidentiality.

	SPC5. 
	Willingness to make high level recommendations that influence policy and/or policy making decisions.

	SPC6. 
	Willingness to handle multiple complex responsibilities while maintaining focus on the organization’s mission.

	SPC7. 
	Willingness to exercise mature judgment, loyalty, poise, tact and discretion. 

	SPC8. 
	Willingness to climb ladders and/or enter buildings in order to visually inspect condition or systems.
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