COMMONWEALTH OF KENTUCKY

CLASS SPECIFICATION

	CLASS TITLE:  PROPERTY MANAGEMENT PROGRAM ANALYST II

	TITLE CODE:  9227
	GROUP:  PURCHASING AND STORES

	SELECTION METHOD:  100% QUAL       REV. 02-08
NO. OF TEST QUESTIONS:  
SELECTION ID:  6048                                EXAM NO.  
	SALARY:  (MIN-MID)  $2670.20 - $3554.70
GRADE:  13

SPECIAL ENTRANCE RATE:  No

	POSITIONS IN THIS CLASS GENERALLY REPORT TO:  PROPERTY MANAGEMENT PROGRAM MANAGER

	PRIMARY USER AGENCY:  FINANCE AND ADMINISTRATION CABINET

	

	CHARACTERISTICS OF THE CLASS:  CHARACTERISTICS OF A CLASS ARE GENERAL STATEMENTS INDICATING THE LEVEL OF RESPONSIBILITY AND DISCRETION OF POSITIONS IN THAT JOB CLASSIFICATION.

	Performs duties in the analysis and evaluation of a property management program in the Finance and Administration Cabinet.  Analyst is routinely assigned projects having monetary value of less than $100,000 and requiring the coordination of several associated functions (i.e., property owners, architects, using agency representatives); and performs other duties as required.



	MINIMUM REQUIREMENTS:  MINIMUM REQUIREMENTS ARE COMPREHENSIVE STATEMENTS OF THE MINIMUM BACKGROUND AS TO EDUCATION, EXPERIENCE, AND OTHER QUALIFICATIONS WHICH WILL BE REQUIRED IN ALL CASES AS EVIDENCE OF AN APPOINTEE'S ABILITY TO PERFORM THE WORK PROPERLY.

	EDUCATION:  Graduate of a college or university with a bachelor's degree in public or business administration, management, real estate or a related field.   

	

	EXPERIENCE:  Must have one year of professional experience in property analysis/evaluation.

	

	SUBSTITUTION CLAUSE:   

	

	EDUCATION:  Graduate training in property analysis/evaluation or a related field will substitute for the experience on a year‑for‑year basis.

	

	EXPERIENCE:  Additional experience in property analysis/evaluation or a related field will substitute for the bachelor’s degree on a year‑for‑year basis.

	

	SPECIAL REQUIREMENTS:  (AGE, LICENSURE, REGULATION, ETC.) 

	None


	EXAMPLES OF DUTIES OR RESPONSIBILITIES OF THE CLASSIFICATION:  EXAMPLES OF DUTIES OR RESPONSIBILITIES ARE NOT TO BE CONSTRUED AS DESCRIBING WHAT THE DUTIES OR RESPONSIBILITIES OF ANY POSITION SHALL BE AND ARE NOT TO BE CONSTRUED AS LIMITING THE APPOINTING AUTHORITY'S ABILITY TO ADD TO, OR OTHERWISE ALTER THE DUTIES AND RESPONSIBILITIES OF A POSITION.  THE USE OF AN INDIVIDUAL EXPRESSION OR ILLUSTRATION AS TO DUTIES OR RESPONSIBILITIES SHALL NOT BE REGARDED AS EXCLUDING ASSIGNMENT OF OTHERS NOT MENTIONED WHICH ARE OF SIMILAR KIND OR QUALITY.


Analyzes aspects of a property management program in order to evaluate and make recommendations concerning the acquisition, sale or disposal, leasing, space management and inventorying of real and personal property.  Applies state laws, rules, regulations, policies and procedures in property management programs.  Researches records and files to document property requests.  Prepares memoranda, documentation, records and reports.  Provides technical advice and assistance to state agencies concerning property requests.

	TYPICAL WORKING CONDITIONS AND UNIQUE PHYSICAL REQUIREMENTS:  INCUMBENTS IN THIS CLASSIFICATION WILL TYPICALLY PERFORM THEIR PRIMARY JOB DUTIES UNDER THESE CONDITIONS, HOWEVER, THESE CONDITIONS MAY CHANGE ON OCCASION IN PERFORMING THE DUTIES OF AN INDIVIDUAL POSITION.


Must visit property sites.  Inspects and writes reports on construction sites.  May be required to lift items.

	ADDITIONAL REQUIREMENTS:  


Applicants and employees in this classification may be required to submit to a drug screening test and background check.  

	DATE CLASS ESTABLISHED:  06/16/1982
	DATE OF LAST REVISION:  02/24/2006

	THE COMMONWEALTH OF KENTUCKY DOES NOT DISCRIMINATE ON THE BASIS OF RACE, COLOR, RELIGION, NATIONAL ORIGIN, SEX, AGE, DISABILITY, OR VETERAN STATUS IN EMPLOYMENT OR OTHER PROVISION OF SERVICES.  REASONABLE ACCOMMODATIONS ARE PROVIDED UPON REQUEST.


