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POSITION
DESCRIPTION

AGENCY/DEPT ID
DAS/DAS105900

DIVISION OR INSTITUTION
. General Services Division

UNIT OR OFFICE
Fleet Management

COUNTY OF EMPLOYMENT
Franklin

i

I DReclassification [ ]New Position ] Update Position Hyperlinkedto  []
‘ ; Agency Qrganizational Tree
% USUAL WORKING TITLE OF POSITION POSITION NO. AND TITLE OF IMMEDIATE SUPERVISOR
E State Fleet Administrator 20005495 Deputy Director 6
2 Permanent | IX] Classified Overtime: [ Eligible Exempt Bargaining Unit 22
~ 9 [J Temporary | [] Unclassified :
% [} intermittent | [] Essential If FLSA Exempt, exemption type: Page 1 of 2
= Administrative
@ S | NORMAL WORKING HOURS (Explain unusual or rotating shift).
8 FROM: 8:00a.m. TO: 5:00p.m. Report in location subject to change.
JOB DESCRIPTION AND WORKER CHARACTERISTICS
% Job Duties in Order of Importance Knowledge, Skills & Abilities
40 | Serves as program manager over assigned projects, including all phases | Knowledge of (1) Fleet Management; (2)
of project management related to modification, enhancement, procure- | business & organizational transformation;
ment, leasing, financing & management of statewide fleet (e.g., certi- (3) program & project management; (4)
fied flect manager program, fleet fuel card, state agency fleet consolida- | agency policies & procedures®; (5) gov-
tion, higher education fleet certification, statewide fleet analysis, master | ernment structure®; (6) vehicle leasing,
lease program, alternative fuel analysis & reporting, FleetOhio man- contracts, acquisition & disposal; (7) state
agement information system, annual OBM fleet inventory certification, | & federal laws, rules & regulations re-
annual approval of state agency fleet plans): develops & implements garding motor fleet management; (8)
fleet policy & ensures compliance; makes recommendations & modifi- | business administration; (9) supervision;
cations to facilitate end user compliance to policy; establishes proce- (10) public relations; (11) budgeting.
dures/guidelines for policy compliance; oversees implementation sche- | Skill in: (12) operation of personal com-
- dule; directs development & implementation of planning documents puter & associated hardware/software
E 5 (e.g., resources, specific assignments); serves as agency representative | (e.g., Microsoft Word, Excel, Access,
oo for project in public forums (e.g., focus groups, other state agencies), Outlook); (13) use of statistical analysis.
= g makes project presentations to educate/train end users. Ability to: (14) define problems, collect
g b data, establish facts & draw valid conclu-
S w sions; (15) communicate effectively with
L3 : .
@ government officials, high-level manag-
g ;‘:-( ers, agency representative & general pub-
lic; (16) develop & implement policies &
procedures; {17} training material design
& development
40 | Defines & manages project requirements: drafts & reviews general Knowledge of 1, 2, 3, 4%, 5% 6, 7% 8, 10,
design documents; analyzes & defines risks that may impact projects; 11
defines specific activities to be performed to produce project delive- Skill in 12, 13
rables; ensures scheduled time frames are met; reports delivery prob- _Ability to 14, 15, 16, 17
lems & provides performance data to DAS & agencies; resolves con-
cerns & responds to inquiries; evaluates proposed changes to FleetOhio
functionality; conducts & evaluates testing for new functionality in
FieetOhio; oversees delivery to end user/client for operational use; acts
as liaison to agencies in resolving issues; shares lessons learned with
team members; recommends, reviews & edits training materials.
. *developed after employment.
8 —_ List Position Numbers & Job Titles of Positions Directly Supervised: SIGNATURE OF AGENCY REPRESENTATIVE DATE
U oo [ 20005636 Business Transformation Analyst
m 0 [ 20005637 Administrative Assistant 4 M%W 3281}
g & || 20073408 Information Technologist 2 ’ ~
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POSITION NUMBER
20005633

JOB CODE TITLE
Project Manager 1

Cipd 3.2311 @

JOB CODE
63381

POS ITION ' AGENCY/DEPT ID
DESCRIPTION
DIVISION OR INSTITUTION UNIT OR OFFICE COUNTY OF EMPLOYMENT
General Services Division Fleet Management Franklin
XReclassification [ INew Position [ Update Position Hyperlinked to [
Agency Organizational Tree

USUAL WORKING TITLE OF POSITION | POSITION NO. AND TITLE OF IMMEDIATE SUPERVISOR

State Fleet Administrator 20005495 Deputy Director 6

Permanent Classified Overtime: [ ] Eligible Exempt Bargaining Unit 22

[] Temporary | [] Unclassified

(] Intermittent | [ I Essential If FLSA Exempt, exemption type: Page 2 of 2
Administrative

NORMAL WORKING HOURS (Explain unusual or rotating shift).
FROM: 8:00am. TO: 5:00p.m. Report in [ocation subject to change.

JOB DESCRIPTION AND WORKER CHARACTERISTICS

% Job Duties in Qrder of Importance Knowledge, Skills & Abilities

20 | Manages program operations & staff: prepares program & project Knowledge of 1, 2, 3, 4%, 5%, 6, 7%, 8,9,
budgets; determines organizational structure & staffing patterns; man- | 10, 11

ages & supervises staff as assigned (e.g., delegates assignments & mon- | Skill in 12, 13

itors progress, prepares performance evaluations, approves leave re- Ability to 14, 15, 16, 17

quests & timesheets, interviews applicants & makes recommendations ‘
to administration, administers discipline, creates performance mea-
surements & evaluates performance); resolves personnel issues; identi-
fies, presents & recommends training; attends meetings (e.g., Vehicle
Management Commission meetings, statewide meetings, Controlling

'] Board & other legislative meetings, fleet management user group meet-
ings, & national fleet management organization meetings); performs
other duties as assigned.

*developed after employment.

List Position Numbers & Job Titles of Positions Directly Supervised: SIGNATURE OF AGENCY REPRESENTATIVE DATE
20005636 Business Transformation Analyst ' ‘
20005637 Administrative Assistant 4

20073408 Information Technologist 2 328~ / )
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