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JOB DESCRIPTION AND WORKER CHARACTERISTICS

%

Job Duties in Order of Importance

Knowledge, Skills & Abilities

55

JOB CODE TITLE
Financial Program Manager

Manages & coordinates Financial Program policy on behalf of Depart-
ment of Administrative Services (DAS) Chief Financial Officer (CFQ)
& has significant autonomy to formulate, develop, enforce &/or imple-
ment program policy: assists CFO in administration of Office of Fi-
nance (FIN) & acts in absence of CFQ; plans, directs & coordinates all
activities of policy & research for FIN; coordinates research activities
to create & revise fiscal policies, directives & procedures to ensure they
are responsive to organizational structure of department & needs of
operating programs; ensures compliance with applicable laws, rules, &
regulations (e.g., cost recovery methodologies, allocation of administra-
tive overhead, implementation of reorganizations, travel); proper use of
Ohio Administrative Knowledge System (OAKS}); coordinates devel-
opment of training programs for departmental fiscal staff; researches &
recommends appropriate fiscal structure for department; completes spe-
cial projects on behalf of CFO (e.g., reviews, researches & analyzes
sensitive, confidential & innovative fiscal issues & advises CFO on
possible impact); conducts research & prepares complex position pa-
pers & policy statements & statistical information for CFO; researches
& recommends agency position on other funding issues; identifies &
analyzes potential fiscal or budget problems & recommends solutions
which may lead to reorganization & downsizing; participates in confi-
dential discussions with senior staff; supervises fiscal & administrative
support personnel.

Knowledge of (1) budgeting; (2) em-
ployee training & development; (3)
supervision; (4) agency policies & pro-
cedures (e.g., rate development & ad-
ministrative cost recovery)*; (3) state
government structure & process (e.g.,
state government organization, state
accounting policies, state budget pro-
cess, OAKS, personnel/payroll policies
& procedures; payroll/personnel sys-
tem)*; (6) business/public administra-
tion; (7) public finance; (8) organiza-
tional theory; (9) program evaluation;
{10) labor relations.

Skill in {11} use of personal computer
& associated software (e.g., MS Word,
Excel, various agency databases*, state
accounting & personnel systems*).
Ability to (12) define problems, collect
data, establish facts, draw valid conclu-
sions & initiate solutions; {13) interpret
variety of laws & regulations; (14) pre-
pare original correspondence & speech-
es on behalf of agency; (15) prepare
meaningful, concise & accurate reports;
(16) deal with many variables & detei-
mine specific action; (17) handle sensi-
tive inquiries from & contacts with offi-
cials & general public; (18) exercise
discretion in matters having depart-
ment-wide impact; (19} applicable state
& federal laws, rules, procedures &
standards governing fiscal & budgetary
operations.

*developed after employment
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JOB DESCRIPTION AND WORKER CHARACTERISTICS
% Job Duties in Order of Importance Knowledge, Skills & Abilities
35 | Serves as Agency Procurement Officer for DAS: formulates & imple- | Knowledge of 1, 4%,5,6
ments policies & procedures to ensure agency operations adhere to ap- | Skill in 6
propriate statutes, rules, and policies; manages projects; authorizes ex- Ability to 7, 8,9, 10, 11%, 12, 13, (14)

accounting,

10 | Represents FIN & DAS in meetings with divisions, customer agencies, | Knowledge of 4%, 5%

Office of Budget & Management (OBM) & other interested parties: Skill in 6

develops & presents training presentations on fiscal & related topics; Abilityto 7, 8,9, 10, 11%*, 12, 13
attends meetings & trainings; serves on & chairs assigned committees;
responds to public inquiries as needed.
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8 = This position is in unclassified service per section 124.11(A)29) of

= 8 Ohio Revised Code, and is overtime exempt. *developed after employment
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