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FINAL EDITED TASK LISTING 

                                                      CLASS:  SCHOOL FACILITIES PROGRAM ANALYST II

     NOTE:  Each position within this classification may perform some or all of these tasks.

	Task #
	Task



	
	PLAN VERIFICATION

	1. 
	Reviews construction plans and/or cost estimates using AutoCadd, Saylor Manual, hard copy plans, etc. to assure that proposed projects comply with laws (e.g. State, Federal, etc.), State Allocation Board (SAB) regulations, policies and procedures of the various school facilities programs.

	2. 
	Verifies the validity of the costs and quantities on the construction plans and/or costs estimates using AutoCadd, Saylor Manual, hard copy plans, etc. in order to establish the maximum allowable grants (e.g. site development, facility hardship, etc.) for all work included in the construction plans.   

	3. 
	Determines the amount of area (square footage) to be constructed and/or replaced as indicated on the construction plans in order to comply with laws (e.g. State, Federal, etc.), State Allocation Board regulations, policies and procedures of the various school facilities programs.

	4. 
	Researches construction practices and cost standards to ensure current compliance with laws (e.g. State, Federal, etc.) State Allocation Board regulations, policies and procedures of the various school facilities programs.

	
	COMMUNICATION

	5. 
	Consults with school district officials, consultants, their architects, other departments, the public, etc. regarding eligibility, application submission, grant amounts, etc. to ensure compliance with laws (e.g. State, Federal, etc.), State Allocation Board regulations, policies and procedures of the various school facilities programs. 

	6. 
	Acts as a liaison with school district officials, consultants, their architects, other departments, the public, etc. regarding eligibility, application submission, grant amounts, etc. to ensure compliance with laws (e.g. State, Federal, etc.), State Allocation Board regulations, policies and procedures of the various school facilities programs.

	7. 
	Develops the presentation of seminars, workshops and/or facility meetings using power point, brochures, manuals, etc. regarding new legislation, regulations and/or policy issues.

	8. 
	Conducts seminars, workshops and/or facility meetings using power point, brochures, manuals, etc. regarding new legislation, regulations and/or policy issues.

	9. 
	Participates in seminars, workshops and/or facility meetings using power point, brochures, manuals, etc. regarding new legislation, regulations and/or policy issues.

	10. 
	Researches to keep abreast of all policy and action approved and/or adopted by the State Allocation Board in order to provide quality customer service and/or proper performance in consulting with respective clients (e.g. architects, engineers, school districts, etc.).

	11. 
	Communicates problems and issues both verbally and in writing, relating to applications (e.g. eligibility and/or funding, special reports, etc.) to school districts, architects, consultants, etc. in order to ensure compliance with laws (e.g. State, Federal, etc.), State Allocation Board regulations, policies and procedures of the various school facilities programs.

	12. 
	Interprets and explains laws (e.g. State, Federal, etc.), State Allocation Board regulations, policies and procedures of the various school facilities programs to school district officials, consultants, their architects, other departments, the public, etc., regarding the allocation of state school building funds.

	13. 
	Apprises management both verbally and in writing on the status and progress of work with potential impact on the completion of work assignments in order to meet the goals and objectives of the Department of General Services and the SAB.

	14. 
	Notifies school districts of proposed recommendations and/or board actions both verbally and in writing in order to provide quality customer service and/or proper performance in consulting with respective clients (e.g. architects, engineers, school districts, etc.).

	
	POLICY

	15. 
	Reviews and/or analyzes proposed legislation to determine the impact on school facility programs as directed by management and/or legal council.

	16. 
	Reviews and/or analyzes legislation, regulations and/or policy issues by participating in committees or action teams in order to make recommendations to the SAB.

	17. 
	Develops regulations and/or policy issues by participating in committees or action teams in order to make recommendations to the SAB.

	18. 
	Revises and/or modifies regulations and/or policy issues by participating in committees or action teams in order to make recommendations to the SAB.

	19. 
	Implements approved legislation, regulations and/or policy issues to create and/or change new and/or existing programs by developing procedures, training staff, etc. as directed by SAB.

	
	TRAIN

	20. 
	Attends monthly SAB meetings and/or debriefings to gain additional knowledge of recent SAB decisions on the various School Facility projects and programs.

	21. 
	Provides on the job training to staff in the classes of School Facilities Program Analyst I, Assistant Estimator of Building Construction and/or Management Service Technician using desk manuals, regulations, and other materials in accordance with the organization’s goals and objectives.

	22. 
	Acts as lead person to staff in the classes of School Facilities Program Analyst I, Assistant Estimator of Building Construction and/or Management Service Technician regarding the allocation of state school building funds to school districts through various school facilities programs in accordance with the organization’s goals and objectives.

	
	PROJECT ANALYSIS

	23. 
	Verifies application documents (e.g. eligibility and/or funding, appeals, etc.) for completeness and to ensure compliance with laws (e.g. State, Federal, etc.), State Allocation Board regulations, policies and procedures of the various school facilities programs.

	24. 
	Coordinates the transfer of information (e.g. real estate documents, plans, specifications, financials, etc.) between other specialized teams to meet the need of the client school districts.  

	25. 
	Analyzes and verifies current enrollment (e.g., school district, high school attendance area, county office of education, etc.) to determine projected enrollment using data provided by the California Dept. of Education (CDE), student yield studies and/or housing unit augmentations.

	26. 
	Analyzes and verifies the total existing building capacity (e.g., school district, high school attendance area, county office of education, etc.) using reports provided by CDE and site diagrams in order to verify eligibility.

	27. 
	Analyzes and verifies the funding applications to assure that proposed projects comply with laws (e.g. State, Federal, etc.), State Allocation Board (SAB) regulations, policies and procedures of the various school facilities programs in order to prepare items for presentations to the SAB using data provided by the applicant, CDE, DSA, and other specialized teams.

	28. 
	Prepares reports (e.g. special discussion items, issue papers, etc.) to summarize the findings and conclusions relating to laws (e.g. State, Federal, etc.), State Allocation Board (SAB) regulations, policies and procedures and/or applications of the various school facilities programs in accordance with the organization’s goals and objectives.

	29. 
	Reads and comprehends reports, memos, manuals, and other job related materials and documents to determine the effect on laws (e.g. State, Federal, etc.), State Allocation Board (SAB) regulations, policies and procedures and/or applications of the various school facilities programs.

	30. 
	Prioritizes a variety of projects (e.g. eligibility and funding items, special projects, etc.) to ensure the completion of such projects in accordance with the organization’s goals and objectives.

	31. 
	Tracks and oversees a variety of projects (e.g. eligibility and funding items, special projects, etc.) with different priorities to ensure the completion of such projects in accordance with the organization’s goals and objectives.

	32. 
	Determines state and district apportionments as requested on the funding application in order to prepare items for presentations to the SAB and to comply with laws (e.g. State, Federal, etc.), State Allocation Board regulations, policies and procedures of the various school facilities programs.

	33. 
	Prepares agenda items (e.g., funding items, eligibility, special reports, etc.) that comply with laws (e.g. State, Federal, etc.), State Allocation Board (SAB) regulations, policies and procedures of the various school facilities programs for presentation to the SAB for approval.

	34. 
	Reviews documents submitted for site acquisition funding requests (e.g., appraisals, invoices, escrow statements, court orders, etc.) to ensure compliance with laws (e.g. State, Federal, etc.), State Allocation Board regulations, policies and procedures of the various school facilities programs.

	35. 
	Monitors the progress of installation of state relocatable classrooms in order to ensure compliance with laws (e.g. State, Federal, etc.), State Allocation Board regulations, policies and procedures of the various school facilities programs.

	
	PROBLEM SOLVING

	36. 
	Identifies problems and issues relating to applications (e.g. eligibility and/or funding, special reports, etc.) to school districts, architects, consultants, etc. in order to ensure compliance with laws (e.g. State, Federal, etc.), State Allocation Board regulations, policies and procedures of the various school facilities programs.

	37. 
	Analyzes and evaluates problems and issues relating to applications (e.g. eligibility and/or funding, special reports, etc.) to school districts, architects, consultants, etc. in order to ensure compliance with laws (e.g. State, Federal, etc.), State Allocation Board regulations, policies and procedures of the various school facilities programs.

	38. 
	Develops solutions to problems and issues both verbally and in writing, relating to applications (e.g. eligibility and/or funding, special reports, etc.) to school districts, architects, consultants, etc. ensuring compliance with laws (e.g. State, Federal, etc.), State Allocation Board regulations, policies and procedures of the various school facilities programs.

	
	TRAVEL

	39. 
	Travels to school districts and/or county offices statewide in order to verify facilities, attend facility planning meetings, provide customer service outreach, conduct workshops, etc. using conventional vehicles such as cars, commercial air planes, and/or trains.
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