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FINAL KSA LISTING

                                                    CLASS:


       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. 
	Principles of effective supervision at an intermediate level to provide guidance to the staff.

	K2. 
	Basic supervisory responsibilities under the Ralph C. Dills Act to ensure rights and protection of employees in a discrimination free work environment. 

	K3. 
	Supervisor’s role at an intermediate level in promoting equal opportunity in hiring, development and promotion of employees for maintaining a work environment free of discrimination and harassment.  

	K4. 
	Appropriate laws, rules regulations, and policies of the State of California governing the Division of State Architect at an intermediate level to respond to inquiries from the public and/or other state agencies.

	K5. 
	Basic business operations (i.e., accounting, filing, public relations, etc…) to effectively conduct the daily functions of the office.

	K6. 
	Basic computer and software programs to conduct daily business operations effectively and efficiently.


	
	Skill to:

	S1. 
	Conduct performance appraisals and enhancement at an intermediate level to achieve efficiency and productivity. 

	S2. 
	Learn policies and procedures governing school construction at an intermediate level to ensure accurate interpretation.

	S3. 
	Learn various office equipment and applications at an intermediate level used to conduct daily business.


	
	Ability to:

	A1. 
	Successfully plan, organize, direct, and evaluate the work of employees to achieve efficiency in business operations. 

	A2. 
	Effectively assess the training needs of employees to improve business and personal work skills and to achieve job satisfaction. 

	A3. 
	Effectively develop staff for successful and efficient business operation.

	A4. 
	Understand and fulfill supervisory responsibilities at an intermediate level under the Ralph C. Dills Act to ensure rights and protection of employees in a discrimination free work environment.

	A5. 
	Effectively promote equal opportunity in employment and maintain a work environment which is free of discrimination and harassment.

	A6. 
	Effectively apply appropriate laws, rules, regulations, and policies of the State of California governing the Division of State Architect to respond to inquiries from the public and/or other state agencies.

	A7. 
	Communicate verbally and in writing to effectively conduct and conclude business in a professional and appropriate manner.

	A8. 
	Interact with various internal and external customers with different level of personal characteristics in an effective manner.

	A9. 
	Perform multiple tasks required for the achievement and completion of business operation activities in a timely manner.

	A10. 
	Clearly interpret laws and regulations to apply to tasks and related to the daily operations of the program.

	A11. 
	Accurately calculate fees associated with the requirements of the business operations.

	A12. 
	Develop and conduct interviews in an unbiased and fair manner to meet the program staffing requirement.


	
	Special Personal Characteristics:

	SPC1. 
	Willingness to work overtime when needed. 

	SPC2. 
	Willingness to travel as required. 

	SPC3. 
	Willingness to support manager’s work related request.  


_____________________________________

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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