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project teams (example Governor’s office of Healthcare Transformation
HHS project initiatives) with acquisition support for projects, resources,
infrastructure, and applications. Health and Human Services Opera-
tions Manager. Support for Ohio Benefits system serving approximate-
ly 3M Ohio citizens and county case workers. Responsible for Opera-
tions for Ohio Business Intelligence. Coordinaie with IGD, OIT busi-
ness office, and others on enterprise acquisitions; create, modify, and
track: request for quote (RFQ), request for proposals (RFP), request to
purchase (RTP), and statement of work (SOW) as required; maintain,
track, report on, create, modify, and coordinate with Business Office
Shared Solution’s rate cards, memo of understandings (MOU) and ser-
vice level agreements (SLA) for Shared Solution’s service offerings;
work with Shared Solution’s service ‘clients’ and OIT business office
on answering questions, analysis, and general understanding of the rate
cards, MOUs and SLAs for Shared Solution’s service offerings; admin-
ister and modify the Shared Solutions SharePoint site(s) and other pro-
gram repositories/collaboration tools and required; assist in maintaining
and Share Solution” service catalog, service documentation, and web-
site keeping all content up to date and accurate. Coordinate with other
DAS and OIT teams and management to maintain the DAS service cat-
alog; assist Share Solutions Deputy Director and OIT business office
establish, track, and update rate card and billing for Shared Solution’s
services; project Manager for Shared Solutions infrastructure related
work as needed. Create, maintain, and report on project timelines, de-
liverables, financials, and milestones.
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% Job Duties in Order of Importance Knowledge, Skills & Abilities
70 | Assist Ohio Shared Solutions Deputy Director, OIT management, and Kunowledge of (1) business process delivery

pertinent to assigned process transformation,
organizational design &/or process; (2) fed-
eral and/or state laws, rules, regulations and
best practice scenarios for procurement pro-
cesses; (3) public speaking; (4) pro-
ject/program management; (3) process reen-
gineering (e.g., procure to pay); (6) agency
policies and procedures®; (7) government
structure and processes; (8) business admin-
istration; (9) Systems Development Life
cyecle methodologies; (10) Experience in
HP, Cisco, Oracle, Microsoft infrastructure
and application solutions.

Skill in (11) operation of personal computer
& associated hardware/software (e.g. MS
Operating Systems & MS Office); (12) Ad-
ministration and Use of project management
applications (e.g., SharePoint, MS Project,
Word, Excel, Access).

Ability to (13) define unusual problems,
collect data, establish facts and draw con-
clusions; (14) read and comprehend legisla-
tive or policy related materials; (15) create
and/or edit technical/instructional materials
to be presented in print or oral form to varie-
ty of audiences; (16) communicate effective-
ly orally and in writing; (17) work inde-
pendently or collaboratively as part of team
with diverse disciplines and backgrounds;
(18) proofread materials, recognize errors
and make corrections; (19) develop com-
plex reports; (20} use proper research meth-
ods to gather, collate and classify infor-
mation; (21) understand State procurement
policies and practices for hardware, software
and consulting services.

*Developed after employment. 6,?51
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Process improvement analysis and implementation to lower costs and
increase quality and speed of delivery of services; assist Shared Solu-
tions Deputy Director and others to create budget documentation; as-
sists DAS management in procuring and/or renewing software and
hardware licenses, as needed, based upon a documented renewal sched-
ule. (May include non-production and production environmentsy; re-
views Shared Solutions planned projects and ongoing operations to
proactively determine licensing needs. Confirms existing production
and\or non-production software and hardware license status for vendors
currently providing equipment and\or services to Department of Ad-
ministrative Services (DAS); assists DAS, as needed, to review and
assess the compliance of existing production and non-production envi-
ronment licenses utilized by the State and assists with license procure-
ment, as needed; assists Shared Solution’s Deputy Director and DAS
management with vendor management, contract management and issue
resolution; reviews and assists in the design, maintenance and imple-
mentation of hardware/software in production and non-production envi-
ronments, as needed; assists with monthly asset tracking and reporting
for all locations within the appropriate jurisdiction; assists management
and staff at DAS, and other agencies as needed, to define process im-
provement needs with respect to hardware/software technologies and
hardware/software licensing processes; drafts changes to relevant pro-
cess manuals and other relevant publications to reflect defined im-
provements; helps ensure policies, procedures, directives and objectives
of process improvement projects, to which they are assigned, are in line
with the mission and goals of Department of Administrative Services
(DAS) or federal and state legislation; assist in audit and remediation,
as needed; represents DAS at meetings and forums related to DAS ven-
dor matters; stays current regarding new technologies, standards and
techniques and learns and/or acquires new skills as required; performs
other related duties as assigned to include: attend meetings (e.g., user
groups, project management reviews), assist with management and fi-
nancial reporting, assist with special studies as requested.

EKnowledge of 1-10
Skillin 11-12
Ability to 13-21
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