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FINAL EDITED KSA LISTING

  CLASS:  ASSISTANT CHIEF OF CONSTRUCTION SERVICES BRANCH

       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. 
	Knowledge of equal employment opportunity regulations and objectives to promote the department’s equal employment opportunity policies and goals in making hiring and employment decisions.

	K2. 
	Knowledge of supervisory principles, practices, and techniques to plan, oversee, and direct the work activities of subordinate employees.

	K3. 
	Knowledge of public administration principles and concepts to provide appropriate leadership and management in the work unit.

	K4. 
	Knowledge of appropriate corrective actions and progressive disciplinary techniques to provide effective, appropriate monitoring, coaching, and counseling of the work performance of subordinate staff.

	K5. 
	Knowledge of team-building principles and techniques to conduct team-building sessions which contribute to and promote a positive, cooperative, professional work environment.

	K6. 
	Knowledge of the purpose, mission, and goals of the department and the work unit to ensure that the progress and completion of work assignments and tasks conform to the overall objectives of the work unit.

	K7. 
	Knowledge of the budget change proposal process (BCP) to make desired changes to program or division budgets.

	K8. 
	Knowledge of the State's contracting process rules and requirements to enter into contracts for products or services from outside vendors or other State agencies.


	
	Ability to:

	A1. 
	Ability to plan, organize, supervise, direct, and oversee the work activities of subordinate employees.

	A2. 
	Ability to delegate work assignments and appropriate level of responsibility to subordinate employees in order to complete work assignments and projects.

	A3. 
	Ability to coach and mentor subordinate employees to improve performance, productivity, and expertise.

	A4. 
	Ability to apply appropriate disciplinary action to employees in the work unit.

	A5. 
	Ability to conduct hiring interviews with candidates for employment and/or promotion to ensure that those candidates selected possess the required qualifications.

	A6. 
	Ability to oversee the development of formal budgets, including the work unit’s budget and project budgets.

	A7. 
	Ability to develop policies and procedures to provide for the effective operation of the work unit or division.

	A8. 
	Ability to include subordinate employees in the planning of work unit operations and activities, determining project deadlines, identifying project resources, and establishing timelines to complete work assignments and projects.

	A9. 
	Ability to recognize the need to shift priorities, staff, and resources to maximize the operations of the work unit.

	A10. 
	Ability to analyze and evaluate problems and issues relating to work unit programs, procedures, business processes, and/or policies.

	A11. 
	Ability to demonstrate a working understanding of the department’s structure, including functional interrelationships of individual divisions and work units within the department and departmental administrative processes, to ensure that work unit assignments and the delivery of work unit products and services conform to departmental, organizational, and resource parameters.

	A12. 
	Ability to 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 federal and State regulatory and/or control agencies, vendors, consultants, and the public.

	A13. 
	Ability to communicate verbally, in writing, in person or by telephone, clearly and concisely with a variety of audiences on a variety of matters, adjusting the level and tone of the message approximately for the particular audience.

	A14. 
	Ability to give clear, accurate instructions and directions related to work assignments and performance expectations to staff.

	A15. 
	Ability to read and understand State and federal statutes, laws, proposed legislation, and regulations in order to interpret, explain, and apply.

	A16. 
	Ability to be flexible in adapting to changes in priorities, work assignments, and other interruptions which may impact pre-established courses of action for completing or progressing with projects and assignments.

	A17. 
	Ability to take action and/or make commitments in a variety of situations under a variety of circumstances, even in uncertain situations or under uncertain circumstances, to accomplish department, division, or work unit goals.
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