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Under general direction from State Inventory Manager, plans, manages
& implements the statewide annual Inventory Certification Program &
formulates & implements program policy (e.g., Annual Activity Certi-
fication policy, Biennial Physical Certification policy, State Owned
Property policy): analyzes & recommends improvements for data col-
lection, balancing accounts & customer performance reponts; coordi-
nates with Office of Budget & Management (OBM), program areas of
General Service Division (GSD) & Ohio Administrative Knowledge
System (QAKS) to improve & implement new certification procedures
for electronic certification & inclusion of OAKS AM transactions; de-
velops & distributes certification instructions, forms & reports to state
agencies; consults with agencies Inventory Control Officers & Fiscal
Officers with certification submission instructions & compliance issues;
advises agencies on Ohio Revised Code, as well as State uventory pol-
icies & procedures; researches & identifies discrepancies in asset activi-
ty accounts; interprets inventory reports for complete & accurate data;
reconciles differences between certification & inventory system activity
totals; recommends coirective action fo state agencies relating to data
problems, non-compliance & non-activity issues; key enters data into
Microsoft Access database application & produces annual reports for
Auditor of State, Administrative Services & Statewide Cost Allocation
Program (SWCAP); maintains supporting records & reports,

Knowledge of (1) inventory control; (2)
accounting practices & procedures; (3)
departmental policies & procedures®; (4)
office management; (5) workforce plan-
ning; (6) employee training &-develop
ment; (7) asset management business prac-
tices; (8) program & project management;
(9) Generally Accepted Accounting Princi-
ples (GAAPY; (10) OAKS Asset Manage-
ment Module*; (11) ORC & Federal Regu-
lations*; (12) Ohio bar code standards®.
Skill in (13) operation of a personal com-
puter & associated hardware & software
(e.g. Microsoft PowerPoint, MS Excel, MS
Word, MS Access, MS Internet Explorer,
MS OQutlook, PS Query* & Cognos*).
Ability to (14) define problems, collect
data, establish facts & draw valid conclu-
sions; (15) collect, sort, & prepare infor-
mation in clear concise format; (16) inter-
pret a variety of technical material in
books, journals & manuals; (17) originate
routine business letters reflecting standard
procedures; (18) understand manuals &
verbal instructions, technical in nature; (19}
prepare meaningful, concise & accurate
reports; (20) proofread techaical materials,
recognize errors & make corrections; (21)
use proper research methods in gathering
data; (22) develop & implement policies &
procedures; (23) work independently and in
groups; (24) communicate effectively, both
verbally & in writing.

* developed after employment
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JOB TITLE
Program Administrator 2

20

63123

Plans, implements & conducis recruitment of state agencies to convert
their inventory records to OAKS AM: transforms agencies’ inventory
processes from in-house systems to OAKS AM; plans, implements &
conducts training using Microsoft PowerPoint or webinar software on
preparing inventory certification & overview of state inventory policies
& procedures; prepares & presents overview of agencies stewardship
responsibilities, inventory terms & definitions, state policies & proce-
dures on asset managemeit, state fixed asset financial accounting poli-
cies, & other state & Federal rules & regulations; prepares & presents
information on cost reporting thresholds, reporting dates, coding, asset
tag identification, depreciation, treatment of real property assets &
equipment assets, maintaining accountability & control of assets, activi-
ty & financial reports, physical inventories & surplus procedures;
schedules, plans, impleiments & conducts anmial Asset Manage-
ment/Surplus Seminar.

Serves as liaison between State Inventory Manager & OAKS, state au-
ditors, inventory conirol officers, fiscal officers, programmer/system
analysts & vendors: analyzes Quality Assurance Reports {(QARs); de-
termines if agency inventory records are complete; reaches out to agen-
cies to correct record errors; manages special inventory projects; coor-
dinates project assignments & staff groups with customer agencies;
analyzes & cleanses data for database conversions to OAKS AM; cre-
ates fest plans; validates & executes script testing; assists agencies with
property control issues; provides technical advice regarding OAKS Bl
reporting; attends staff & agency customer meetings; conducts & par-
ticipates in inventory/asset management related meetings with agency
customers,

Knowledge of 1, 2,3%4, 5, 6,7, 9, 10%,
11%, 12*

Skill in 13*

Ability to 14, 15, 16,17, 18

Knowledge of 1, 2, 3%, 7, 9, 10%, 11¥
Skill in 13%
Ability to 14, 15, 16, 17, 18, 19

* developed after employment.
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Job Duties in Order of Importance

Knowledge, Skills & Abilities

manual for Access database application; formulates

JOB TITLE
Program Administrator 2
wh

utes quality assurance queries to customers).

Manages Access database application: inputs, maintains & reports on

agency customers’ profiles, agencies inventory certification data, train-
ing class schedules & class attendance, & record retention information;
prepares variety of Access &/or Excel spreadsheet reports; updates user

& documents sys-

tem fixes & database design changes; implements uses of email & Web
technologies; coordinates system updates with database support admin-
istrators from GSD’s Management Information Systems.

5 | Acts on behalf of Asset Management Services (AMS) Manager in
his/her absence (¢.g., attends meetings & relays decisions, policies &
procedures): assists in support of AMS projects as needed; evaluates
Asset Management Services; completes other duties as assigned (e.g.,
policies & procedures, special projects, research & reports).

Assists with support operations of OAKS Asset Management module:
performs technical OAKS AM support for state agencies; maintains site
location file in OAKS AM; consults with OAKS AM users about sys-
tem functions & ad-hoc reporting; performs business units transfers in
OAK AM & creates new site location codes when needed; creates new
Profile IDs in OAKS AM; consults with OAKS AM module analyst on
issues regarding integration & mass record changes.

5 | Manages updates to Asset Management Services web page: maintains
hyper links to related inventory & asset management topics; posts up-
dates to web page (e.g., OAKS AM fiscal year reports, program poki-
cies & procedures, customer communications, forms, contact infor-
mation, and training material); performs other related unit duties as

. assigned (e.g., conducts physical inventory, maintains records man-
agemen( program, performs on-line transactions in OAKS AM, distrib-

Kuowledge of 1,2, 3%, 7
Skill in 13#
Ability to 14, 15, 16, 17, 18, 19,20,22

Knowledge of 1,2, 3%,4,5,6,7,8,9,
10%, 11%, 12%

Skill in 13*

Ability to 14, 15, 16, 17, 18, 19, 20, 21

Knowledge of 1,2, 3%,4,6,7, 8,9,
0% 11*

Skill in 13*

Ability to 14, 15, 16, 17, 18, 19,20, 21,
22

Knowledge of 1, 2,3%,4,5,6,7, 8,9
10%, 11%, 12*

Skill in 13*

Ability to 14, 15, 16, 17, 18, 19,20, 21,
22

* developed after employment,
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