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UNIT OR OFFICE
Businass Operations
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POSITION NUMBER

JOB CODE TITLE

JOB CODE

20005652

rvisor

Training Supe

64655

Reclassification

DNew Position D Update

O

Agency Organizational Tree

Position Hyperlinked to

USUAL WORKING TITLE OF POSITION
DAS FIN Training & Qutreach Progam Mgr

POSITION NO. AND TITLE OF IMMEDIATE SUPERVISOR
See Table of Organization

Permanent | [ Classified Overtime: [] Eligible Exempt

[[1 Temporary | L] Unclassified

] Intermittent | [] Essential If FLSA Exempt, exemption type:
Administrative

Bargaining Unit 22
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FROM: 8:00 a.m. TO: 5:00 p.m. & subject to overtime/call back 24X7.
1| Report-in locati ;

qQe

'AND WORKER CHARACTERISTICS

%

Job Buties in Order of importance

Knowledge, Skills & Abilities

45

20

Manages & directs implementation of comprehensive training & out-
reach of statewide programs for Ohio Administrative Knowledge Sys-
tem (OAKS) modules (i.e., Asset Management AM, Strategic Sourcing
eBid, eProcurement ePro, Purchasing PO, Contract Management CM,
Business Intelligence B, myOhio portal, eBid portal) & any related
third-party software programs & interfaces: provides representation &
support for internal & oxternal users of OAKS Financials; evaluates
QAKS applications (e.g., understands functionality, identifies potential
business process improvements & system enhanceinents; manages
OAXKS training module enviromments; conducts needs analysis of end
users; develops storyboards, creates dynamic data sets & loads data
using software (e.g., Hewlett-Packard Load Runner); develops exercis-
es; organizes system refreshers & identifies & creates security roles;
designs training development project plans with milestones; develops
instructor-led training; conducts labs for OAKS modules; develops
web-based training using e-learning methodology & software (e.g.,
WebEx, Captivate, Dreamweaver) for state employees & businesses
dealing with state.

Manages QAKS Financials application training & support staff: over-
sees support for OAKS AM, eBid, ¢Pro, PO; manages development &
execution of web-based training & instructor-led training; develops
State of Ohio policies & procedures; researches, identifies & solves
transaction issues identified by agencies; supervises training staff (e.g.,
approves times & leave requests, conducts performance evaluations &
develops action plans, monitors training & professional development);
provides technical assistance & develops action plans to ensure coni-
pliance with training & evaluation policies; responds to system issues
24 hours/day, 7 days/week which may require carrying a cell phone;
creates & maintains Personal Learning Plan (PLP); identifies targeted
state employees to transfer knowledge & provide training,

Knowledge of: (1) training & organization-
al development; (2) adult learning tech-
niques & styles; (3) platform training skills;
(4) curriculun design; (5) public & human
relations; (6) state contractual practices®;
(7) supervision techniques & principles; (8)
program/project management; (9) budget-
ing; (10) agency policies & procedures*;
(11) PeopleSoft Enterprise Applications*
Skill in: (12) operation of personal comput-
er & associated software (e.g., MS Word,
MS XP Professional, Excel, PowerPoint,
MS Outlook, MS Internet Explorer, Visio,
Captivate™).

Ability to: (13) formulate & work through
project plans; (14) work well with agency
liaisons, vendors, & customer feedback;
(15) define problems, collect data, establish
facts, draw valid conclusions & initiate so-
lutions; (16) implement program areas; (18)
prepare & deliver presentations/speeches to
diverse audience.

Knowledge of 4, 8, (19) employee training
& development.

Skiltin 12.

Ability to 13, 14, 15, 16,

*developed after employment.
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a Administrative
NORMAL WORKING HOURS {Explain unusual or rotating shift):
FROM: 8:00 a.m. TO: 5:00 p.m. & subject to overtime/call back 24X7.
_Report-in location & work hours subject to change.
JOB DESCRIPTION AND WORKER CHARACTERISTICS
% Job Duties in Order of Importance Knowledge, Skills & Abilities
20 | Manages General Services Division (GSD) Customer Relationship Knowledge of: 1,2, 3,4, 5, 10%, 11%,
Management (CRM) modules (i.e. Help Desk & Vendor Support) for (19} marketing techniques.
OAKS Financials by developing & implementing state configuration Skill in: 12.
policies & procedures (e.g., CRM workflow procedures, security levels | Ability to: 13, 14, 15, 16, [8.
& system training): provides analysis on configuration issues; conducts
needs analysis; maps & validates data; creates test case scenarios for
system & user acceptance; participates in design of screen & report
layouts & identifies potential process improveients; analyzes & inter-
prets business process related reports; monitors & analyzes training
materials; monitors trends; manages CRM case resolutions & develops
w5 SWAT approach for aging cases.
= .2
E g 10 | Serves as DAS GSD liaison for OAKS PMO, Internal Business Adviso- | Knowledge of: 1,2, 3, 4, 5, 10%, 11%, 19,
R B ry Council (IBAC), Communities of Practice (CoP), business owners & | Skill in: 12,
8 w agency customers to communicate & facilitate implementation of new | Ability to: 13, 14, 15, 16, 18.
g o OAKS procedures: develops & presents briefings depicting process
o & change advantages; provides written & verbal communication updates
™ E to customers of GAKS meodules; researches new methods for change
= management; answers inquiries regarding training policies & proce-
dures on how to use e-learning & web-based tools for training devel-
opment; schedules & sets up classes; disseminates information about
@ training offerings; troubleshoots equipment problems & software used
* for designing; maintains records, files; completes other duties as as-
~ signed (i.e., special projects, research, reports).
% 5 | Attends professional meetings, workshops, seminars, reviews books, Knowledge of: 1,2,3,4,5, 10%, 11%,
% publications for professional development: researches new methods for | Skiltin: 12.
change management; troubleshoots equipment problems & software Ability to: 13, 14, 15, 16, 18.
used for designing, developing & delivering training; answers inquiries
é s regarding training policies & procedures on how to use eLearning &
web-based tools for training development; schedules & sets up classes;
disseminates information about training offerings; performs other relat-
@ ed duties as assigned.
8 “ *developed after employment.
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