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FINAL KSA LISTING

                                                    CLASS:  PERSONNEL 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 current office methods (e.g., information disclosure and customer service)  procedures, and equipment (10-key calculator, word processing and spreadsheets software, internet, email, fax machine, photocopier, typewriter, etc.) to ensure the efficient operation of personnel/payroll services.

	K2. 
	Basic knowledge of laws, rules, regulations, policies, and procedures affecting personnel record keeping, personnel transactions, payroll and certification processes used in State departments.

	K3. 
	Knowledge of basic math principles as they relate to personnel/payroll matters (e.g., salary determinations, accounts receivable, lump sum payment calculation, etc.).

	K4. 
	General knowledge of communication principles and techniques (verbal and written) to provide information relating to various personnel/payroll functions.

	K5. 
	General knowledge of the principles, concepts and professional standards of public personnel administration as it relates to various personnel/payroll functions.

	K6. 
	Basic knowledge of state government organization, functions and services to ensure the efficient operation of personnel/payroll services.

	K7. 
	General knowledge of research techniques used in collecting, tabulating, evaluating and presenting information as it relates to personnel/payroll functions.

	K8. 
	Basic knowledge of the structure and content of the English language including the meaning and spelling of words, rules of composition, and grammar.

	K9. 
	Basic knowledge of personnel procedures to ensure that personnel actions are in compliance with departmental procedures and policies, as well as State and Federal laws and regulations as enforced by the Department of Personnel Administration (DPA), State Controller’s Office (SCO), and State Personnel Board (SPB), etc.


	
	Skill to:

	S1. 
	Skill to develop various written documents (e.g. correspondence, tables, spreadsheets, charts, etc.) to provide information on various personnel/payroll matters.

	S2. 
	Skill to clearly communicate with others (e.g. all levels of staff, control agencies, public, etc.) to exchange and relay information related to various personnel/payroll matters and to establish and maintain cooperative working relations with those contacted during the course of the work.

	S3. 
	Skill to organize, prioritize work and multitask to effectively manage workload and to comply with mandated policies and deadlines.

	S4. 
	Skill to maintain personnel/payroll documents (e.g., accounts receivables, Family Medical Leave Act (FMLA), garnishments, etc.) to comply with laws, rules, regulations, policies, procedures, etc.

	S5. 
	Skill to independently interpret reference materials to comply with laws, rules, regulations, policies, procedures, etc.

	S6. 
	Skill to effectively interpret and explain policies, procedures , rules and/or regulations to departmental employees, control agencies, and other State agencies.

	S7. 
	Skill to effectively use tact and diplomacy when dealing with the needs, problems, and/or concerns of a variety of individuals including departmental employees, staff from other State agencies, personnel from control agencies, etc.


	
	Ability to:

	A1. 
	General ability to think logically, multitask, and apply laws, rules, and regulations concerning personnel transactions in order to take appropriate course of action.

	A2. 
	General ability to independently interpret and use reference material to ensure conformity, consistency, and compliance with laws, rules, regulations, policies, procedures, etc.

	A3. 
	Thorough ability to effectively give and follow both written and verbal directions in the daily course of work.

	A4. 
	General ability to effectively research various personnel/payroll matters to recommend effective, appropriate courses of action.

	A5. 
	Basic ability to effectively design and prepare tables, spreadsheets, and charts to provide information/data on various personnel/payroll matters.

	A6. 
	Basic ability to appropriately advise employees of their rights pertaining to personnel transaction matters.

	A7. 
	Basic ability to consult with supervisors on appropriate alternative actions which they may take on various transaction situations.

	A8. 
	General ability to effectively communicate with others (e.g., all levels of staff, control agencies, public, etc.) to exchange and relay information related to various personnel/payroll matters.

	A9. 
	Thorough ability to efficiently operate a computer keyboard/terminal and hardware/software to access/retrieve information to produce personnel/payroll related documents.

	A10. 
	Thorough ability to establish and maintain cooperative working relations with those contacted during the course of the work.

	A11. 
	Thorough ability to organize and prioritize work to effectively manage workload and to comply with mandated policies and deadlines.

	A12. 
	Basic ability to create/draft and edit correspondence (e.g., documents, memorandums, recommendations, etc.) to effectively provide information on various personnel/payroll matters.

	A13. 
	Thorough ability to research critical transactions and recommend alternative solutions to promote successful job performance.

	A14. 
	Basic ability to analyze work processes, evaluate suggestions to develop/implement effective courses of action.

	A15. 
	General ability to effectively coordinate a variety of personnel/payroll transactions for successful job performance.

	A16. 
	Basic ability to effectively present ideas and recommendations in the course of work.

	A17. 
	Basic ability to effectively present ideas and recommendations in the course of work.
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