POSITION
DESCRIPTION

AGENCY/DEPT ID
Department of Adminigtrative Services
DAS102400

DIVISION CR INSTITUTION
Administrative Support

UNIT OR OFFICE
Office of Chief Counsel

COUNTY OF EMPLOYMENT
Frankiin
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FROM: 8.00 a.m. TO: 5:00 p.m.
JOB DESCRIPTION AND WORKER CHARACTERISTICS
% Job Duties in Order of Importance Knowledge, Skills & Abilities
30 | Assists in program direction by supporting the Department of Adminis- | Knowledge of (1) business administration;

50

20

trative Services (DAS) Chief Legal Counsel (CLC) & Associate Coun-
sels with a variety of difficult administrative duties: responds to pro-
grammatic issues & needs of staff; represents CLC at meetings & con-
ferences; schedules meetings; follows up on issues; independently an-
swers complex &/or confidential correspondence; prepares responses
for CLC’s signature; transmits decisions & directives; formulates &
implements program policies & procedure regarding legal office inter-
nal processes; maintains policy & procedure manuals; maintains CLC’s
calendar; reviews time records & leave requests; tracks office flexible
performance objectives; compiles documentation & creates reports for
CLC.

Oversees management of DAS Directives, litigation management of
active cases, management of public records requests (e.g., creates sys-
tematic processes, creates and maintains written procedures; oversees
implementation & workflow, and keep updated); prepares & maintains
contracts for hearing officers; reviews outside counsel & hearing officer
bills for accuracy; coordinates payment & creates & maintains tracking
database; oversees statewide disability appeals (reviews & processes
appeals, with recommendations & adjudication orders for the director’s
office; maintains disability claim files & information; mail letters to
claimants; prepares & files certifications of record with Franklin Coun-
ty Court of Common Pleas.)

Oversees, monitors & performs support activities (e.g., types, files,
data processes, handles confidential, sensitive or critical documenta-
tion; prepares travel documentation; maintains conference room sched-
ules; develops agendas; tracks signature items sent to Director’s Office
for approval); analyzes phone, space & equipment needs; orders office
supplies, furniture, & equipment for CLC & Office of Communica-
tions; assists Director’s Office when requested.

(2) public relations; (3) agency policies &
procedures®; (4) government structure &
process*; (3) office practices & procedures;
(6) customer service techniques.

Skill in (7) operation of personal computer
& associated hardware/software {e.g., MS
Word, Excel, Access, Lotus Notes, Visio).
Ability to (8) gather, collate & classify in-
formation about data, people or things; (9}
define problems, collect data, establish facts
& draw valid conclusions; (10) maintain
confidentiality; (11) handle sensitive tele-
phone & face-to-face inquiries & contacts
with general public; (12) write letters, pa-
pers & reports.

Knowledge of I, 2, 3%, 4%, 5,6
Skill in 7
Ability to 8,9, 10, 11, 12

Knowledge of 1, 2, 3%, 4%,5,6,
Skill in 7
Ability to §,9, 10, 11, 12

*Developed after employment,
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