POSITION
DESCRIPTION

—

AGENCY/DEPT ID
Department of Administrative Services/
DAS101000

DIVISION OR INSTITUTION
Administrative Support

UNIT OR OFFICE
Office of Finance

COUNTY OF EMPLOYMENT
Franklin

Reclassification

DNew Position |:| Update

Position Hyperlinked to

]

Agency Organizational Tree

USUAL WORKING TITLE OF POSITION
Risk Assessment & Aucdit Coordinator

POSITION NO. AND TITLE OF IMMEDIATE SUPERVISOR
SEE TABLE OF ORGANIZATION

POSITION NUMBER
20005436

I Permanent
(] Temporary
1 Intermittent

Classified
] Unclassified
] Essential

Qvertime; Eligible

If FLSA Exempt, exemption type:

] Exempt

Bargaining Unit 14
PR 32
Page 1 of 2

NORMAL WORKING HOURS (Explain unusual or rotating shift):

JOB CODE TITLE
Senior Financial Analyst
N

/0.9.15 G

FROM: 8:20 a.m. TO: 520 p.m. —

JOB DESCRIPTION AND WORKER CHARACTERISTICS
% Job Duties in Order of Importance Knowledge, Skills & Abilities
40 | Works under general direction of Department of Administrative Ser- Knowledge of {1) Audit standards (Generally

15

vices (DAS) Financial Reporting & Compliance Services (FRC) Finan-
cial Reporting Program Manager to independently research & analyze
complex information to resolve errors, modify data, &/or determine
appropriate action with external involvement & support risk assess-
ment/management activities: works in conjunction with program man-
ager to help plan & contribute to development of an operational risk
assessment/management program for DAS; helps to provide ongoing
review to ensure current & new programs are consistent with policies &
practices, considering risk tolerance & appetite & their connection to
key drivers, business strategies & objectives, &/or regulatory obliga-
tions; helps provide review of oversight & governance for business
operations io ensure quality, ownership, & accountability; verifies that
internal controls are aligned with business processes & are consistently
implemented to ensure compliance with organizational mandates, re-
views mechanisms in place to respond to changes); assists in updating
& recomimends changes in risk assessment procedures; provides sup-
port to program manager in assessing compliance with adequacy of
internal controls in agency organizational structure (e.g., helps to de-
termine sufficiency in personnel with relevant experience to manage
day-to-day operations, helps to ensure roles/responsibilities/account-
abilities are clearly defined & understood, helps identify risk taking that
exceeds an organization's risk tolerance, helps drive timely resolution of
remediation & ensure proper segregation of duties); evaluates & com-
piles data that will aid FRC in creating & implementing centralized
process to understand & manage risk profile.

Builds reports/analytics for continuous monitoring of transactions that
could support risk assessment/management/reporting function: pre-
pares & analyzes reports to help identify potential risks; confers with
program manager to make recommendations for best practices to meas-
ure, manage, monitor & report these risks to management.

Accepted Government Auditing Standards—
GAGAS) & Accounting standards & practices
(Generally Accepted Accounting Principles—
GAAP), risk assessment practices, audit based
procedures, financial reporting, financial analysis
methods & OBM GAAP reporting requirements;
QAKS*: General Ledger (GL), Accounts Receiv-
able Module, Accounts Payable Module, Asset
Management Module, HCM Module, COGNOS
BI Reports, EPM Data Warehouse, GL reports;
(2) applicable state laws, regulations & guidance:
Ohio Revised Code (ORC), Ohio Administrative
Code (OAC), & DAS Directives®; (3) inventory
management, fixed asset & depreciation account-
ingfcost accounting principles, practices & proce-
dures: Federal 2 CFR Chapter II, Part 200 Uni-
form Administrative Requirements, Cost Princi-
ples, & Audit Requirements for Federal Awards*
practices & procedures, State of Ohio Financial
reporting & Accounting Policies for Capital As-
sets* & State of Ohio Asset Management Hand-
book*.

Skill in (4) operation of personal computer &
associated hardware/software (e.g., Microsoft
Office Suite) & use of Imternet; (5} use of office
equipment (e.g., cafculator, copier & scanner).
Ability to (6) define problems, use proper re-
search methods in gathering & collecting data,
interpret & apply variety of technical material in
books, journals & manuals (e.g., ORC, QAC, 2
CFR Chapter II, Part 200, Capital Asset Policies);
{7) apply accounting, auditing & cost accounting
principles; (8) respond to complex issues requis-
ing application of analytical & statistical process-
es; (9) vse automated techniques, preserve &
maintain accurate historical records for future
analysis & audit tracking purposes in harmony
with State of Ohio Records preservation program;
{10) cooperate with co-workers on projecis.

*developed after employment

List Position Numbers & Job Titles of Positions Directly Supervised:

SEE TABLE OF ORGANIZATION

SIGNATURE OF AGENCY REPRESENTATIVE

b Ao

DATE

ef{2/15

a

ADM 4107 R 10-08

An Equal Opportunity Employer




POSITION

AGENCY/DEPT ID
Department of Administrative Services/

JOB CODE TITLE
Senior Financial Analyst

1. 9. 15

66563

DESCRIPTION
DIVISION OR INSTITUTION UNIT OR OFFICE COUNTY OF EMPLOYMENT
Administrative Support Office of Finance Franklin
M R
~ E<]Reclassification [ INew Position [] Update Position Hyperlinked to [
E Agency Organizational Tree
% ¥ | USUAL WORKING TITLE OF POSITION POSITION NO. AND TITLE OF IMMEDIATE SUPERVISOR
; & |_Risk Assessment & Audit Coordinator SEE TABLE OF ORGANIZATION
S = Permanent Classified Overtime: Eligible [ ] Exempt Bargaining Unit 14
E & |0 Temporary | ] Unclassified PR 32
& ] Intermittent | ] Essentiat If FLSA Exempt, exemption type: Page 2 of 2
&
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
25 | Coordinates agency's audit engagements by ensuring organized audit Knowledge of 1, 2%, 3
life eycle process is followed: participates in implementation of risk Skillin4,5
assessment process to help identify high risk areas via review of inter- Ability to 6, 7, 8, 9, 10
nal controls & financial reports; tracks audit fees & payments; reviews
appropriateness of scope & audit requests; monitors responsiveness &
timeliness of agency responses to audit requests for information; re-
views & monitors action plans in response to audit findings; assists in
implementing audit readiness by compiling responses to regular/annual
audits; reports to DAS management regarding audit landscape; con-
ducts research & assists with best practices in audit engagements based
on lessons learned from previous audits.
20 | Assists in execution of FRC projects to gain more effective insight into | Knowledge of 1, 2%,3

agency operations & risks attendant to them, such as financial analysis
& reporting for SWCAP, GAAP, asset certification & management, &
other ad hoc reports, as requested.

Skill in4, 5
Ability to 6,7,8,9, 10

*developed after employment
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