POSITION
DESCRIPTION

OHIO DEPARTMENT OF

ADMINISTRATIVE SERVICES

AGENCY
Department of Administrative Services

DIVISION OR INSTITUTION
General Services Division

UNIT OR OFFICE
Office of Procurement Services

X state Agency [_]County Agency [_INew Positon ~ [X]Change County of Employment
Franklin
USUAL WORKING TITLE OF POSITION POSITION NO. AND TITLE OF IMMEDIATE SUPERVISOR
E] s Management Analyst Supervisor 2 20005651 (15101.0) State Purchasing Contracts Administrator
2 < | NORMAL WORKING HOURS (Explain unusual or rotating shift)
E = 8:00 a.m. - 5:00 p.m. Page 1 of 2
o < JOB DESCRIPTION AND WORKER CHARACTERISTICS
el % Job Duties in Order of Importance Minimum Acceptable Characteristics
E ﬁ 30 | On behalf of State Purchasing Contracts Manager serves as Knowledge of (1) Department of
2 S agency purchasing manager over statewide Cost-Per Copy (CPC) | Administrative Services state purchasing
a Program: plans, trains, manages & implements policies policies & procedures & Ohio laws & rules
established for CPC program; handles customer needs for copiers | pertaining to procurement*; (2) business
under CPC program; maintains demonstration room; consults with | administration; (3) public relations; (4)
customers, copier industry & contract analyst regarding purchasing & procurement; (5) value &
technological changes to be included on future bids for statistical analysis; (6) data collection &
photocopying services; completes or assists customer in filling out | analysis; (7) project management
CPC Memorandum of Understanding (MOU); collects & analyzes Skill in (8) operation of personal computer
data relating to copier machine usage & cost factors & makes & associated hardware & software (e.g.,
recommendations to agencies regarding equipment selections; MS Word, Excel, Access, PowerPoint).
responds to agency complaints regarding equipment problems & Ability to (9) conduct research via internet
~ or contractor compliance issues; resolves issues between & email; (10) communicate effectively with
= agencies & contractors. agencies & public (e.g., telephone, email,

2 correspondence, public speaking); (11)

E receive & understand directions; (12) read
= C% & interpret contracts or similar types of
e documents; (13) understand basic
- procurement & contract law*; (14) collect &
a £ analyze data; (15) prepare & maintain
8 f, accurate records & reports;

8 g (16) define problems, collect data,
S g establish facts & draw valid conclusions.

(]

g1 30 Manages Pre-Approval Process for out-right purchase, lease, Knowledge of 1, 3, 5,6, 7

= lease to own or CPC: assesses copier needs & makes Skill in 8

recommendations; reviews pre-approval requests to assess actual | Ability to 9, 10, 12, 13, 14, 15, 16
total cost & cost per impression; reviews renewal proposals to
verify previous purchase order amounts; reviews STS copier
contracts to insure information listed on pre-approval requests are
valid (e.g., brands, model numbers, costs & vendor name);
ensures quality standard of commodity & services delivered are in
conformance with contract specifications; reviews & analyzes
o existing specifications for copiers.
s
O a
Qe
2 e *developed after employment.
4
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POSITION
DESCRIPTION

OHIO DEPARTMENT OF

AGENCY
Department of Administrative Services

ADMINISTRATIVE SERVICES

DIVISION OR INSTITUTION
General Services Division

UNIT OR OFFICE I
Office of Procurement Services

QX

" -30-07) o Q

JOB CODE

L4

POSITION NUMBER
20005573 (13100.0)

JOB CODE TITLE
Management Analyst Supervisor 2

63216

IZ State Agency E]County Agency

DNew Position

@Change

County of Employment

Franklin

USUAL WORKING TITLE OF POSITION
Management Analyst Supervisor 2

20005651 (15101.0)

POSITION NO. AND TITLE OF IMMEDIATE SUPERVISOR

State Purchasing Contracts Administrator

NORMAL WORKING HOURS (Explain unusual or rotating shift)

8:00 a.m. - 5:00 p.m.

Page 2 of 2

JOB DESCRIPTION AND WORKER CHARACTERISTICS

%

Job Duties in Order of Importance

Minimum Acceptable Characteristics

20

20

Provides service & support to program customers: administers
authority over State Purchasing vendor compliance (e.g.,
addresses complaints to vendors; documents & investigates
circumstances; conducts negotiations between state agency
representatives & vendors); provides statutory & policy guidance to
agencies regarding copier equipment acquisitions; provides
guidance to copier equipment contractors regarding their
contractual requirements; acts independently in advising state
agencies on proper size, options, & monthly volume commitment
for copier equipment; assists agency fiscal offices in completing
documentation for copier placements; monitors usage level &
make recommendations to agencies regarding appropriate
document production methods; provides advice to public officials;
serves as liaison with public & private agencies; attends trade
shows to stay abreast of new copier technology.

Develops & implements usage of various evaluation tools,
instruments & methodologies needed for effective assessment of
CPC program: prepares management reports to track document
production costs; provides oversight to copy centers operated by
state agencies & inspects facilities; collects production & cost data
to determine copy center cost efficiency; prepares &/or revises
manuals, policies, programs, proposed rules, regulations &/or
directives; works with State Term Schedule team with copier
contracts (e.g., contract index numbers STS096 & MMAQ96) other
duties as assigned.

This position is overtime exempt.

Knowledge of 1*, 2, 3, 4
Skillin 8
Ability to 10, 11, 12, 13, 14, 15, 16

Knowledge of 2, 3,4, 5,6, 7
Skillin 8
Ability to 9, 10, 11, 12, 14, 15, 16

*developed after employment.

List Position Numbers and Titles of Positions Directly Supervised:
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