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INITIAL TASK LISTING

                                                      CLASS:  SCHOOL FACILITIES PROGRAM ADMINISTRATOR I
     NOTE:  Each position within this classification may perform some or all of these tasks.

	Task #
	Task



	1. 
	Review and analyze construction and modernization applications in order to ensure accuracy and compliance with various laws, regulations and procedures and new construction and modernization projects are in compliance with applicable regulations and laws, by using program expertise, historical data (paper and/or electronic), knowledge of various state and federal laws and regulations, and in accordance with Department of General Services (DGS) policies and procedures, Education Code, State Allocation Board (SAB) direction, School Facility Program (SFP) and other program regulations, and State and Federal Laws, and under the direction of the School Facility Program Administrator II.

	2. 
	Research and analyze construction and modernization issues and/or data in order to determine solutions and ensure accuracy and compliance with various laws, regulations and procedures by using program expertise, historical data (paper and/or electronic), knowledge of various state and federal laws and regulations, and in accordance with DGS policies and procedures, Education Code, SAB direction, SFP and other program regulations, and State and Federal Laws, and under the direction of the School Facility Program Administrator II.

	3. 
	Research state and federal related programs (e.g., Emergency Repair Program, Deferred Maintenance, etc.) in order to avoid duplication and/or accuracy of eligibility and/or funding by using program expertise, historical data (paper and/or electronic), knowledge of various state and federal laws and regulations, internet research, knowledge of various laws, rules and regulations, and in accordance with DGS policies and procedures, Education Code, SAB direction, SFP and other program regulations, and State and Federal Laws, and under the direction of the School Facility Program Administrator II.

	4. 
	Provide direction to staff in regards to program and policy in order to ensure accuracy and compliance with various laws, regulations and procedures by using program expertise, historical data (paper and/or electronic), knowledge of various state and federal laws and regulations, written and verbal communications skills (e.g., mentoring, staff meetings, reviewing staff work activities, management memos, etc.), and in accordance with DGS policies and procedures, Education Code, SAB direction, SFP and other program regulations, and State and Federal Laws, and under the direction of the School Facility Program Administrator II.  

	5. 
	Coordinate and delegate the workload of subordinate staff in order to ensure accuracy and compliance with various laws, regulations and procedures, and meeting timelines by using program expertise, program database, historical data (paper and/or electronic), knowledge of various state and federal laws and regulations, written and verbal communications skills (e.g., mentoring, staff meetings, reviewing staff work activities, management memos, etc.), and in accordance with DGS policies and procedures, Education Code, SAB direction, SFP and other program regulations, and State and Federal Laws, and under the direction of the School Facility Program Administrator II.  

	6. 
	Monitor and review the workload of subordinate staff in order to ensure accuracy and compliance with various laws, regulations and procedures by using program expertise, historical data (paper and/or electronic), knowledge of various state and federal laws and regulations, written and verbal communications skills (e.g., mentoring, staff meetings, reviewing staff work activities, management memos, etc.), and in accordance with DGS policies and procedures, Education Code, SAB direction, SFP and other program regulations, and State and Federal Laws, and under the direction of the School Facility Program Administrator II.  

	7. 
	Assist and/or direct the preparation of various reports (e.g., reports requested by Legislature, annual reports, workload reports, reports submitted to SAB, etc.) in order to ensure reports are accurate, clear, and concise by meeting with Senior Management and/or staff to discuss assignments, and in accordance with DGS policies and procedures, Education Code, SAB direction, SFP and other program regulations, and State and Federal Laws, and under the direction of the School Facility Program Administrator II.

	8. 
	Review various reports (e.g., reports requested by Legislature, annual reports, workload reports, reports submitted to SAB, etc.) in order to ensure reports are accurate, clear, and concise by using program expertise, review of reports and/or historical/relevant data, and in accordance with DGS policies and procedures, Education Code, SAB direction, SFP and other program regulations, and State and Federal Laws, and under the direction of the School Facility Program Administrator II.

	9. 
	Establish program expectations in order to ensure the effective completion of projects and ensure accuracy and compliance with various laws, regulations and procedures by using program expertise, written and verbal communications skills (e.g., mentoring, staff meetings, reviewing staff work activities, management memos, etc.) and in accordance with DGS policies and procedures, Education Code, SAB direction, SFP and other program regulations, and State and Federal Laws, and under the direction of the School Facility Program Administrator II.

	10. 
	Involve staff in establishing and planning work activities, timelines and due dates in order to accomplish project or program goals and objectives by using program expertise, supervisory and communication skills, and in accordance with DGS policies and procedures, Education Code, SAB direction, SFP and other program regulations, and State and Federal Laws, and under the direction of the School Facility Program Administrator II.

	11. 
	Identify and resolve problems and/or issues relating to programs administered by OPSC in order to determine areas of needed improvement by using program expertise, supervisory, written and communications skills (e.g., mentoring, staff meetings, reviewing staff work activities, management memos, etc.), and in accordance with DGS policies and procedures, Education Code, SAB direction, SFP and other program regulations, and State and Federal Laws, and under the direction of the School Facility Program Administrator II. 

	12. 
	Assist with the preparation of various complex tasks (e.g., budget proposals, implementation of new legislation, formulation of policies and procedures, etc.) in order to provide for effective work operation by identifying issues using expertise of program, legislations, laws, regulations rules, SAB, etc., and historical data (paper and/or electronic) and in accordance with DGS policies and procedures, Education Code, SAB direction, SFP and other program regulations, and State and Federal Laws, and under the direction of the Senior Management (Executive Officer, Deputy Executive Officer, Assistant Executive Officer, etc.)

	13. 
	Develop and provide recommendations addressing identified issues (e.g., budget proposals, implementation of new legislation, formulation of policies and procedures, etc.) for management’s perusal and provide for effective work operation by using findings of research, expertise of program, legislations, laws, regulations rules, SAB, etc., written and/or verbal communication skills, and in accordance with DGS policies and procedures, Education Code, SAB direction, SFP and other program regulations, and State and Federal Laws, and under the direction of the Senior Management (Executive Officer, Deputy Executive Officer, Assistant Executive Officer, etc.)

	14. 
	Develop materials for presentation to a variety of audience (e.g., public and private officials, contacts with legislators, media, etc.) in order to convey information by using expertise of program, legislations, laws, regulations rules, SAB, etc., written and computer communication skills (e.g., Power Point, Excel, Microsoft, visual aids, etc.), and in accordance with DGS policies and procedures, Education Code, SAB direction, SFP and other program regulations, and State and Federal Laws, and under the direction of the Senior Management (Executive Officer, Deputy Executive Officer, Assistant Executive Officer, etc.)

	15. 
	Apprise a variety of audience (e.g., public and private officials, contacts with legislators, media, etc.) of SAB actions, regulations and/or legislation that may affect current and future projects in order to manage the impact of such changes by using expertise of program, legislations, laws, regulations rules, SAB, oral and written communications skills (e.g., presentations, training, public forums, on-going meetings with school districts, etc.), visual aids (e.g., Power Point, handouts, etc.) and in accordance with DGS policies and procedures, Education Code, SAB direction, SFP and other program regulations, and State and Federal Laws, and under the direction of the School Facility Program Administrator II and/or Senior Management (Executive Officer, Deputy Executive Officer, Assistant Executive Officer, etc.).

	16. 
	Develop program regulations, policies and/or procedures in order to provide for the effective work operation by using expertise of program, legislation, laws, regulations, rules, SAB, etc., and meeting with staff, and in accordance with DGS policies and procedures, Education Code, SAB direction, SFP and other program regulations, and State and Federal Laws, and under the direction of the Senior Management (Executive Officer, Deputy Executive Officer, Assistant Executive Officer, etc.).

	17. 
	Evaluate and monitor the effectiveness of program databases in order to ensure program is accurate and in compliance with legislation and regulations by using expertise of program, legislations, laws, regulations rules, SAB, etc., and in accordance with DGS policies and procedures, Education Code, SAB direction, SFP and other program regulations, and State and Federal Laws, and under the direction of the School Facility Program Administrator II.

	18. 
	Prepare and/or review correspondence (e.g., letters, memos, special reports, review findings and special board items) related to analyses and/or investigations in order to respond to inquiries from high level entities (e.g., SAB, school districts, Legislature, media, Executive Office and Senior Management, etc.) by using expertise of program, legislations, laws, regulations rules, SAB, etc., written and computer communication skills, and in accordance with DGS policies and procedures, Education Code, SAB direction, SFP and other program regulations, and State and Federal Laws, and under the direction of the School Facility Program Administrator II and/or Senior Management (Executive Officer, Deputy Executive Officer, Assistant Executive Officer, etc.).

	19. 
	Evaluate and forecast staff resources in order for appropriate alignment and potential impact of existing and new programs by reviewing automated and various resources, and in accordance with DGS policies and procedures, Education Code, SAB direction, SFP and other program regulations, and State and Federal Laws, and under the direction of the School Facility Program Administrator II.

	20. 
	Ensure and promote staff participation in various training (e.g., job performance, upward mobility, mandated, etc.) in order to achieve a cohesive, productive staff by using various methods and/or techniques (e.g., Individual Development Plans [IDP], probationary reports, performance evaluations, training announcements, memos, board debriefings, team meetings, etc.), and in accordance with DGS policies and procedures, SFP and other program regulations, State and Federal Laws, Department of Personnel Administration (DPA) and State Personnel Board (SPB) laws and rules, Bargaining Unit agreements guidelines, and under the direction of the School Facility Program Administrator II and/or Senior Management (Executive Officer, Deputy Executive Officer, Assistant Executive Officer, etc.).

	21. 
	Prepare and communicate consistent performance standards and expectations in order to achieve a cohesive, productive staff by using standard departmental reports, (e.g., mentoring, probationary reports, IDP, training, etc.) Microsoft, ABMS and Project Accounting Leave (PAL) system, oral and written communication skills, and in accordance with DGS policies and procedures, SFP and other program regulations, State and Federal Laws, DPA and SPB laws and rules, Bargaining Unit agreements guidelines, and under the direction of the School Facility Program Administrator II and/or Senior Management (Executive Officer, Deputy Executive Officer, Assistant Executive Officer, etc.).

	22. 
	Represent OPSC at various types of hearing such as legislative hearings, SAB meetings, school district meetings, public forums, etc., in order to respond to inquiries regarding construction of school facilities, and other issues related to the OPSC and to keep current on recent decisions as related to program changes by using expertise of program, procedures, funding issues, interpretation of laws and regulations, etc., and in accordance with DGS policies and procedures, SFP and other program regulations, State and Federal Laws, DPA and SPB laws and rules, Bargaining Unit agreements guidelines, and under the direction of the Senior Management (Executive Officer, Deputy Executive Officer, Assistant Executive Officer, etc.).

	23. 
	Monitor and approve subordinate staff requests for time off, overtime hours spent on tasks, special projects, etc., in order for correct issuance of payroll warrants and track functions performed through the use of PAL, and in accordance with DGS policies and procedures, SFP and other program regulations, State and Federal Laws, DPA and SPB laws and rules, Bargaining Unit agreements guidelines, and under the direction of the School Facility Program Administrator II.
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