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POSITION
DESCRIPTION

AGENCY/DEPT ID
DAS102310

DIVISION OR INSTITUTION
Administrative Support Division

UNIT OR OFFICE
Central Service Agency

COUNTY OF EMPLOYMENT
Franklin

D Reclassification

DNew Position Update

Paosition Hyperinked to [

Agency Crganizational Tree

USUAL WORKING TITLE OF POSITION
Fiscal Specialist

POSITION NO. AND TITLE OF IMMEDIATE SUPERVISOR
20074018 Fiscal Officer 1

POSITION NUMBER
20005446

Permanent
[1 Temporary
[l Intermittent

X Classified Overtime: Eligible

[] Unclassified | f FLSA Exempt, exemption type:

] Exempt

Bargaining Unit 14
PR30
Page 1 0of 2

NORMAL WORKING HOURS (Explain unusual or rotating shift):

JOB TITLE
Fiscal Specialist 1

JOBCODE A¥D 3-/1-/0A
66531

Services {DAS), Administrative Support Division {ASD), Central Ser-
vice Agency to coordinate, monitor & perform variety of fiscal man-
agement & control activities for various boards & commissions: re-
views & authorizes purchases, process Accounts Payable {AP) and Ac-
counts Receivables (AR) billings & payments; monitors agreements
and contracts with consultants; encumbers funds; oversees the
processing of payrolls and benefits; montitors payrolt levels (internal
projection, position control), advises Fiscal Officer &/or boards/ com-
missions when costs have exceeded budget; assists Fiscal Officer in the
budgetary process by using the Ohio Administrative Knowledge Sys-
tem (OAKS); monitors & reviews financial position; prepares, eva-
luates & discusses budget concerns with Fiscal Officer; prepare & ana-
lyze fiscal reports related to Accounts Payable & Accounts Recei-
vables.

FROM: 8:00am. TO; 5:00 p.m.

JOB DESCRIPTION AND WORKER CHARACTERISTICS
% Job Duties in Order of Importance Knowledge, Skills & Abilities ‘
70 | Works under general direction of the Department of Administrative Knowledge of (1) business &/or public .,

administration; {2) accounting prin-
ciples & practices; (3) applicable state
& Federal laws, rules & regulations
governing fiscal operations*; (4} busi-
ness office functions (e.g., process
vouchers); {5) PeopleSoft web-based
application (e.g., FIN); (6) agency poli-
cles & procedures®.

Skill in (7) use of personal computer
and associated software and hardware
{e.g., MS Office, DAKS*).

Ability to (8) deal with large number of
fiscal variables & determine specific
course of action; {(9) apply accounting
principles to solve practical everyday
problems; (10} preserve & maintain
accurate historical records for futare
analysis & audit tracking purposes; (11}
work independently & within a group

environment; (12} use proper ressarch. ..

methods to gather & collate data (13) |
communicate verbally and in writing cn
technical and non-technical matters; -
{14) define problems, collect data, and
draw valid conclusion; (15} cooperate
with co-workers on group projects.

*Developed after employment.

vised:

List Position Numbers & Job Titles of Positions Directly Super-
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NORMAL WORKING HOURS (Explain unusual or rotating shift):
FROM: 8:00am. TO: 5:00p.m.
JOB DESCRIPTION AND WORKER CHARACTERISTICS
% Job Duties in Order of Importance Knowledge, Skills & Abilities
20 | Prepares, analyzes & maintains budgetary & payroll related reports and | Knowledge of 1, 2, 3%, 4, 5, 6*.
projections; prepares documents to transfer and allot funds when neces- } Skill in 7%,
sary. Ability to 8,9, 10, 11, 12, 13, 14, 15.
- 10 | Performs variety of clerical & fiscal tasks to facilitaie operational effi- Knowtedge of 1, 2, 3%, 4, 6*.
o ciency; maintains files, answers oral or written inquiries on payroll, Skiall in 7%,
I .t:'a benefits, purchasing & budgets; works on special fiscal projects as- Ability t0 8, 9, 11, 12, 13, 14, 15,
25 signed by supervisor; provides assigned back-up duties when required.
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