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FINAL KSA LISTING

                                                    CLASS:  PRESIDING ADMINISTRATIVE LAW JUDGE


       NOTE:  Each position within this classification may be required to possess all or some of these knowledge, skills or abilities.

	#
	Knowledge, Skill, Ability



	
	

	K1. 
	Advanced level of knowledge of Legal principles and their application, conduct of hearing proceedings and the provisions of the Administrative Procedure Act.          

	K2. 
	Advanced level of knowledge of rules of evidence to conduct administrative hearings and provisions of the Administrative Procedure Act.

	K3. 
	Advanced level knowledge of legal research to prepare for hearings or decisions.

	K4. 
	Advanced level of knowledge of laws relating to serving notices and issuing subpoenas.

	K5. 
	Advanced level of knowledge of legal research methods.

	K6. 
	Advanced level of knowledge of court decisions interpreting the powers of administrative boards and agencies.

	K7. 
	Advanced level of knowledge of principles and theories of administrative law and judicial review of administrative actions.

	K8. 
	General knowledge of principles and techniques of quality management, performance improvement, team building, and customer service.

	K9. 
	General knowledge of principles and practices of employee supervision, development, training, and personnel management.

	K10. 
	General knowledge of equal employment opportunity policies.

	K11. 
	General knowledge of formal and informal aspects of the legislative process.

	K12. 
	General knowledge of the goals and policies of the administration and the Department of General Services.

	K13. 
	General knowledge of principles and objectives of effective public administration and understanding of the use of proper administrative procedures in furthering these objectives.

	K14. 
	Advanced level of knowledge of legal terms and forms in common use.


	
	

	A1. 
	Advanced level of ability to perform research to prepare for hearings or decisions on the most complex and sensitive hearings referred to OAH.

	A2. 
	Effectively communicate with ALJs, support staff, public, client government agencies, elected officials, fellow presiding judges, and the Director.

	A3. 
	Effectively coordinate, plan, organize, and direct the work of a staff, and assist and advise them in their work.

	A4. 
	General ability to establish and maintain cooperative relations with those contacted in the course of the work.

	A5. 
	General ability to promote and be accountable for customer satisfaction and quality service.

	A6. 
	Ability to initiate or recommend changes that promote innovative solutions to meet customer needs.

	A7. 
	Advanced level of ability to review and edit legal writing.

	A8. 
	Ability to effectively communicate and cooperate with difficult individuals and/or individuals in stressful and trying circumstances.


	
	Special Personal Characteristics:


_____________________________________

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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