POSITION AGENCY/DEPT ID

Department of Administrative Services

DESCRIPTION DAS102310

DIVISION OR INSTITUTION UNIT OR OFFICE COUNTY OF EMPLOYMENT
Administrative Support Divisicn Office of Finance Franklin

& - XReclassification [ INew Position ] update Position Hyperlinked to [

;E = Agency Organizational Tree

o % | USUAL WORKING TITLE OF POSITION | POSITION NO. AND TITLE OF IMMEDIATE SUPERVISOR

’ ';“ DAS Compliance Manager 20005426 Fiscal Officer 4

© & | Permanent | [ Classified Overtime: [ | Eligible Exempt Bargaining Unit 22

E w1 Temporary | [] Unclassified

o 2§ [ 1 intermittent | [] Essential if FLSA Exempt, exemption type:  Admin. Page 1 of 2

(o]

NORMAL WORKING HOURS (Explain unusual or rotating shift):
FROM: 8:00 a.m. TO: 5:00 p.m.

JOB DESCRIPTION AND WORKER CHARACTERISTICS

% Job Duties in Order of Importance Knowledge, Skills & Abilities
60 1 Serves as the Department of Administrative Services (DAS) Compliance Man-  § Knowledge of (1) inventory controt; (2)
ager in overseeing the overall controt operations by facilitating & ensuring the | accounting and budgeting practices and
agency compliance efforts; assists and coordinates management's design and procedures, tinancial analysis methods; (3)
implementation of internal controls, policies and procedures to assure compli- State of Ohio Financial Reporting and Ac-
ance with applicable local, state, and federal laws and regulations and third counting Policies for Capital Assets; (4)
party guidelines; manages external and internal agency audits and investiga- Applicable federal & state laws (e.g., *Ohio
tions into regulatory and compliance issues; manages and coordinates the Revised Code; Federal OMB A87-Cost
timely and appropriate responses to requests for infermation from regulatory Principles for State, Local, and Indian Tribal
and auditing bodies, Acts as an independent review and evalvation body to Governments; *DAS Directives); (5) Man-
ensure that compliance issues/concemns within the agency are being appropri- agement; (6} workforce planning; (7) Hu-
ately evaluated, investigated, and resolved. Monitors, and coordinates compli- man relations; (8) Office management prac-
ance activities of Agency units to remain abreast of the status of all compliance | tices and procedures; (9) agency’s financial
activities and to identify trends. Identifies potential areas of compliance vul- reporting practices $o support internal and
&= nerability and risk; coordinates/monitors the development and implementation external requirements; (15} evaluation of
;f ’: of corrective action plans for resolution of problematic issues, and provides reporting practices and procedures to im-
3 general guidance on how to avaid or deal with similar situations in the future, in | prove &/or maintain efficiency and work-
a B2 consultation with the Chief Legal Counsel and other members of the DAS Sen-  { flow; {11} Generally Accepied Accounting
g o ior Management Staff. Principles (GAAP).
Vo Skitl in {12) operation of personal computer
g 2 & associated hardware/software {¢.g2., calou-
= lator, printer scanner, other office equip-

ments, Microsoft Word, Excel, PowerPoint,
PeopleSoft).

Ability to {13) carry out instroctions involv-
ing several variables in unfamitiar context;
(14) analyze & define problems, collect
data, establish facts & draw valid conclu-
sions; (15) communicate complex financial
concepts and strategies; (16) work inde-
pendently as well as in a team environment.
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n Position 1s overtime exempt. *Developed after employment.
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=
8 - List Position Numbers & Job Titles of Positions Direclly Supervised: SIGNATURE OF AGENCY REPRESENTATIVE DATE
IR . .
& ] 20005436 Mana t Analyst S isor 2 ' '
R gement Analyst Supervisor — ) £y .
O & | 20005437 Management Analyst Supervisor 2 < ;Mﬁ:‘D - 4t ) ’i}?{}fgf
= 20005438 Managemeni Analyst Supervisor 2 by

ADM 4107 R 10-08 An Equai Opportunity Employer
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POSITION

AGENCY/DEPT 1D
Department of Administrative Services

DESCRIPTION DAS102310
DIVISION OR INSTITUTION UNIT OR OFFICE COUNTY OF EMPLOYMENT
Administrative Support Division Office of Finance Franklin

@Reclassiﬁcation [:]New Position D Update

Position Hyperlinked to [

Agency Organizational Tree

USUAL WORKING TITLE OF POSITION
DAS Compliance Manager

POSITION NO. AND TITLE OF IMMEDIATE SUPERVISOR
20005426 Fiscal Officer 4

X Permanent | [X] Classified Overtime: L] Eligible BJ Exempt Bargaining Unit 22
[T Temporary | [] Unciassified _
[ intermittent { [] Essential If FLSA Exempt, exemption type:  Admin. Page 2 of 2

POSITION NUMBER
20005435 (1500.0)

NORMAL WORKING HOURS (Explain unusual or rotating shift):
FROM: 8:00 am. TO: 500 p.m.

JOB DESCRIPTION AND WORKER CHARACTERISTICS

%

Job Duties in Order of Importance

Knowledge, Skills & Abilities

40

JOB CODE TITLE
Fiscal Officer 3

JOB CODE A+ 6-30-0% v

66537

Under the direction of the DAS Chief Financial Officer, plans, directs, man-
ages, monitors, evaluates the agency’s risk assessment, asset management and
financial reporting functions, which include: a) the development, implementa-
tion, and communication of agency guidance for planning, coordinating and
submitting agency financial data that is complete, aceurate, and in compliance
with Generally Accepted Accounting Principles (GAAP), Federal cost account-
ing principles, and Office of Budget & Management (OBM) GAAP reporting
requirements; by providing assistance in the analysis of rated agency services
by ensuring services are defined, costs to render the services are properly meas-
ured, benefitting agency customers are identified, and an accounting structure is
set up to accurately and timely report the service activities based on applicable
guidelines published by OMB A-87, ORC, OAC, GAAP and DAS policies and
procedures. Serves as DAS Haison in the Federal auditor’s review of the
agency’s Statewide Cost Allocation Plan (SWCAP); ¢) the development, im-
plementation, and communication of agency policies and procedures related to
asset management in a manner consistent with statewide policy , to include
providing guidance on managing the agency’s asset Hfe cycle; asset custodial
responsibility and accountability; reviewing the agency submissions of accurate
and timely asset inventory certifications, reports and documentation; initiating
researches and studies on efficient/effective recovery of asset costs through
generally accepted depreciation accounting methodologies;  prepares supple-
mental asset management report as required; serves as asset management Hat-
son to Office of Budget & Management (OBM); d) the evaluation of and rec-
ommended improvements to internal control structures to protect agency assets
and minimize the risk of inaccurate financial reporting; ¢} providing guidance
on complex issues of accounting issues, internal control, cost accounting, or
other fiscal issues, evaluates the integrity and accuracy of OAKS financial
data; evaluates business processes for cost effectiveness, compliance with the
Ohio Revised and Ohio Administrative codes, existing operational procedures
and best practices; f) confers with DAS management in resolving highly sensi-
tive administrative, operational, auditing, accounting or financial reporting
issues; Supervises Risk Assessment, Financial Reporting and Asset Manage-
ment / Special Projects staff (e.g., delegates & monitors work assignments, ap-
proves timesheets & leave raquests, administers discipline, evaluates perform-
ance).

Position is overtime exempt,

Knowledge of 1, 2, 3, 4% 5,6,7,8, 9, 10,
11.

Skiltin 12,

Ability to 13, 14, 15, 16

*Developed after employment.

List Posifion Numbers & Job Titles of Positions Directly Supervised:

20005436 Management Analyst Supervisor 2
20005437 Management Atalyst Supervisor 2
20005438 Management Analyst Supervisor 2 ——

SIGNATURE OF AGENCY REPRESENTATIVE DATE
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