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FINAL ‘EDITED’ KSA LISTING

                                                    CLASS:  ASSOCIATE OPERATIONS SPECIALIST


       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. 
	General knowledge of principles, practices and trends of organization to effectively perform the duties assigned.

	K2. 
	General knowledge of management methods to evaluate and identify means of conducting and improving the effectiveness and efficiency of the Department’s operational functions.  

	K3. 
	General knowledge of program development in order to evaluate and identify means of conducting and improving the effectiveness and efficiency of the Department’s operational functions and programs.

	K4. 
	Basic knowledge of State budgetary methods in order to prepare feasibility study reports. 

	K5. 
	Basic knowledge of principles and practices of State administrative process to address department-wide policies. 

	K6. 
	Basic knowledge of legislative processes to address department-wide policies.

	K7. 
	Basic knowledge of operational management practices to effectively perform research projects. 

	K8. 
	General knowledge of programs, policies, and laws governing the Department of General Services (DGS) to effectively research, analyze and evaluate workload.

	K9. 
	General knowledge of the processing functions of DGS and their interrelationships to effectively carry out assignment and strategic planning. 


	
	Ability to:

	A1. 
	General ability to communicative effectively (verbal and written) with executive management and other appropriate stakeholders for successful performance of responsibilities.

	A2. 
	General ability to reason logically utilizing a variety of analytical techniques to evaluate situations, resolve problems and develop solutions.

	A3. 
	Basic ability to recognize emerging trends of the uses of automation and technology to effectively conduct research projects.

	A4. 
	Basic ability to evaluate emerging trends of the uses of automation and technology to effectively conduct research projects. 

	A5. 
	Basic ability to apply the practices of production management for redefining work-flow processes to assist DGS offices with program specific business processes.

	A6. 
	General ability to consult and advise DGS management on a wide variety of subject-matter areas (such as strategic planning) to evaluate and monitor the department-wide strategic plan.

	A7. 
	General ability to represent DGS management on a wide variety of subject-matter areas (such as strategic planning) to evaluate and monitor the department-wide strategic plan. 

	A8. 
	General ability to recognize public policy issues that impacts operational functions and programs.

	A9. 
	General ability to evaluate emerging public policy issues that impacts operational functions and programs.

	A10. 
	General ability to establish and maintain an effective working relationship with others to ensure successful operational functions and performance of responsibilities at a professional level.


_____________________________________

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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