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FINAL ‘EDITED’ KSA LISTING

                                                    CLASS:  SCHOOL FACILITIES PROGRAM ANALYST II

       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:

	1. 
	Knowledge of the laws (e.g., State, Federal, etc.), SAB regulations, policies and procedures of the various school facilities programs.

	2. 
	Knowledge of the organization of the department and SAB and its operating parameters to ensure that the efforts and accomplishments of the office correspond with the overall operations of the department.

	3. 
	Knowledge of the purpose, mission, and goals of the department, SAB, and the office to ensure that the progress and completion of work assignments and tasks conform to the overall objectives. 

	4. 
	Knowledge of theory of building cost and estimating methods to review, verify, determine, and research construction plans in accordance with the laws (e.g. State, Federal, etc.), SAB regulations, policies and procedures of the various school facilities programs.

	5. 
	Knowledge of construction documents (e.g., school construction plans, specifications, etc.) to verify the validity of the cost, quantity, and square footage of school buildings in order to establish the maximum allowable grants (e.g. site development, facility hardship, etc.).

	6. 
	Knowledge of basic construction practices to determine the validity of the cost, quantity, and square footage of school buildings in order to establish the maximum allowable grants (e.g. site development, facility hardship, etc.).

	7. 
	Knowledge of roles and functions of the State and local governmental agencies (e.g. CDE, DSA, DTSC, local planning agencies, etc.) to ensure proper implementation and management of the various school facilities programs, be in compliance with laws (e.g. State, Federal, etc.), SAB regulations, policies and procedures, and meet the goals and objectives of the Department of General Services and the SAB.

	8. 
	Knowledge of facilitation techniques to effectively and appropriately conduct seminars, workshops and/or facility meetings in consulting with respective clients (e.g. architects, engineers, school districts, etc.).

	9. 
	Knowledge of training methods and techniques to develop training programs, presentations, mentoring to staff, etc.

	10. 
	Knowledge of presentation software (e.g., Power Point) to prepare presentation overhead slides and handouts.

	11. 
	Knowledge of data analysis methods and techniques to draw appropriate conclusions and make decisions and/or recommendations when completing work assignments and projects.

	12. 
	Knowledge of time management techniques to oversee the prioritization and completion of tasks and assignments.

	13. 
	Knowledge of basic principles of real estate to determine the validity of the value and acreage of school sites in order to establish the maximum allowable grants (e.g. site acquisition, relocation costs, etc.).


	
	Ability to:

	1. 
	Ability to apply and interpret laws (e.g., State, Federal, etc.), SAB regulations, policies and procedures of the various school facilities programs.

	2. 
	Ability to implement new and/or revised SAB regulations, policies and procedures of the various school facilities programs.

	3. 
	Ability to coach and mentor staff to improve expertise and productivity.

	4. 
	Ability to develop and maintain positive, collaborative, professional working relationships.

	5. 
	Ability to provide on-the-job training to staff relating to the tasks of the position.

	6. 
	Ability to identify information, materials, and resources needed to complete projects and assignments.

	7. 
	Ability to establish project schedules and milestones to complete projects and assignments within desired timelines.

	8. 
	Ability to complete projects and assignments on schedule.

	9. 
	Ability to prioritize work assignments and in-basket materials to ensure completion within established timeframes and by expected deadlines.

	10. 
	Ability to manage workload and assignments in order to meet work unit and project objectives and deadlines.

	11. 
	Ability to analyze and evaluate the impact and effectiveness of programs, procedures, regulations and/or policies.

	12. 
	Ability to recommend changes to office policies and procedures to enhance program or office effectiveness.

	13. 
	Ability to consult with and advise management, on a variety of topics related to school facilities programs in accordance with the organization’s goals and objectives.

	14. 
	Ability to formulate relevant issues related to a variety of problems or issues affecting office operations for discussion, presentation, and/or review with management.

	15. 
	Ability to follow alternate work plans and strategies in response to changing priorities, problems, or setbacks to allow for the completion of projects and work assignments within desired timeframes.

	16. 
	Ability to recognize the need to shift priorities and resources to ensure completion of projects and work assignments within desired timeframes.  

	17. 
	Ability to negotiate and compromise to resolve a variety of issues related to school facilities programs.

	18. 
	Ability to identify problems relating to the procedures and/or policies of the office.

	19. 
	Ability to analyze situations accurately and thoroughly, in order to determine and implement effective, appropriate courses of action.

	20. 
	Ability to analyze the pros and cons of proposed alternatives.



	21. 
	Ability to develop solutions to problems and issues relating to SAB regulations, policies and/or procedures of the various school facilities programs.

	22. 
	Ability to demonstrate a working understanding of the department’s structure, including functional interrelationships of individual teams within the office, to ensure that assignments conform to SAB regulations, policies and/or procedures of the various school facility programs. 

	23. 
	Ability to objectively identify all facts and implications related to a situation before drawing conclusions and determining courses of action.

	24. 
	Ability to identify and make appropriate decisions from a variety of alternatives.

	25. 
	Ability to establish and maintain good customer service relationships with school district officials, consultants, architects, other departments, the public, etc.  

	26. 
	Ability to use tact and diplomacy when dealing with the needs, problems, and/or concerns of school district officials, consultants, architects, other departments, the public, etc. 

	27. 
	Ability to facilitate the exchange of ideas and feedback with co-workers, management, school district officials, consultants, architects, other departments, the public, etc.

	28. 
	Ability to relay information and data in a clear, concise, objective manner to co-workers, management, school district officials, consultants, architects, other departments, the public, etc 

	29. 
	Ability to objectively explain the reasons and rationale for decisions made and policies and procedures implemented.

	30. 
	Ability to communicate verbally, in person or by telephone, clearly and concisely with school district officials, consultants, architects, other departments, the public, etc on a variety of matters relating to SAB regulations, policies and/or procedures of the various school facilities programs.

	31. 
	Ability to communicate effectively in stressful situations.

	32. 
	Ability to present technical or complex information to co-workers, management, school district officials, consultants, architects, other departments, the public, etc., adjusting the level of presentation to fit the specific audience and explaining technical terminology and concepts at the appropriate level of the audience.

	33. 
	Ability to facilitate meetings and discussions in a manner which ensures that the focus of the meeting/discussion remains clear and allows for the achievement of desired outcomes or objectives.

	34. 
	Ability to make formal oral presentations to co-workers, management, school district officials, consultants, architects, other departments, the public, etc.

	35. 
	Ability to express facts and ideas in written form in a succinct and organized manner.

	36. 
	Ability to prepare reports, policies, procedures, and/or correspondence.

	37. 
	Ability to read and comprehend reports, memos, manuals, and other job-related materials and documents.

	38. 
	Ability to read and understand State and federal statutes, laws, proposed legislation, and regulations in order to interpret, explain, and apply.

	39. 
	Ability to perform basic mathematical calculations (addition, subtraction, multiplication, division, percentages) to prepare various program and project reports and summaries.

	40. 
	Ability to operate a personal computer in order to perform word processing, spreadsheet, and presentation development activities.

	41. 
	Ability to use standard office equipment and machines including fax machine, copy machine, telephone, and calculator.

	42. 
	Ability to use audio/visual equipment such as overhead projector, television and VCR, and slide projector when providing training or making presentations.

	43. 
	Ability to perform multiple tasks or work on multiple projects simultaneously, maintaining appropriate control and oversight of tasks/projects completed.

	44. 
	Ability to work under the pressure of tight timelines when completing projects or assignments.

	45. 
	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.

	46. 
	Ability to adapt quickly and appropriately to a variety of situations and personalities in order to react and respond appropriately to such situations.

	47. 
	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 the goals and objectives of the Department of General Services and the SAB.


Note:
Highlighted KSAs were eliminated from further consideration which had an EE or a CK rating of less than 1.5 and an IK Index of less than 3.0.  (See “KSA Rating Summary Worksheet.”)
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