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DESCRIPTION
DIVISION OR INSTITUTION UNIT OR OFFICE COUNTY OF EMPLOYMENT
Administrative Support Office of Finance Franklin
A
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[ |Reclassification [ ]New Position Update Position Hyperfinkedto [
5 Agency Organizational Tree
USUAL WORKING TITLE OF POSITION POSITION NO. AND TITLE OF IMMEDIATE SUPERVISOR
g ¢ | Sourcing Analyst SEE TABLE OF ORGANIZATION
z @ 1 J Permanent Classified Overtime: [X Eligible [ ] Exempt Bargaining Unit 14
S § [] Tem porary L] Unclas§ified _ PR 28
E & 1O Intermittent { [] Essential It FLSA Exempt, exemption type: Page 1 of 2
E NORMAL WORKING HOURS (Explain unusual or rotating shift):
FROM: 7:00 a.m. TO: 4:.00 p.m.
R - e ——
JOB DESCRIPTION AND WORKER CHARACTERISTICS
% Job Duties in Crder of Importance Knowledge, Skills & Abilities
60 | Works under general direction of Department of Administrative Ser- Knowledge of (1) agencies policies &
vices (DAS), Administrative Support Division (ASD), Office of Fi- procedures relevant to state procurement
nance, Business Management unit to solicit & evaluate proposals, make | regulations; (2) inventory control; (3)
recommendations & monitor supplier performance for range of routine, | public relations.
established, customary requirements: receives requests & develops Skill in (4) use of personal computer &
specifications for goods or services; researches commercial markets for | associated hardware/software (e.g., MS
product quality & pricing; works with Equal Opportunity Division Office Suite, OAKS*) & Infternet; (5)
(EOD) & Development Services Agency (DSA) to obtain Minority operation of office equipment (e.g., pho-
Business Enterprise (MBE) information & identify prospective MBE tocopier, fax machine).
i suppliers for purchases; posts opportunities to Procurement website; Ability to (6) read & record figures accu-
ﬁ ) obtains formal or letterhead bids for purchases, or solicits bids from rately; (7) calculate fractions, decimals
= g contracted suppliers; evaluates proposals & makes recommendations; & percentages; (8) complete routine
o compiles information needed for submission of an Office of Infor- forms; (9) maintain accurate records;
8 = mation Technology (OIT) release & permit request; compiles infor- (10} apply principles to solve, practical
z E mation/support data for Controlling Board requests (for waiv- everyday problems; (11) sort items into
Sz ers/competitive opportunities); prepares service contracts & verifies categories according to established
=@ that supplier is active in Ohio Administrative Knowledge System methods; (12} prepare meaningful, con-
(OAKS), verifies supplier threshold does not exceed $50K, obtains de- | cise, & accurate reports; (13) check pairs
barment information, & searches Auditor of State (AOS) finding for of items that are similar or dissimilar;
recovery; prepares Agency Purchasing Requests (APRs); posts awarded | (14) write routine business correspond-
contracts to Procurement website. ence & reports; (15) identify noncompli-
ance & formulate response; (16) provide
verbal instructions associated with sourc-
ing procedures; (17) develop & maintain
good rapport with program customers &
suppliers; (18) work independently on
most tasks.
30 | Kdentifies potential sources for goods & services: monitors MBE pur- Knowledgeof 1,2, 3,4
chases in order to ensure division goals are met or exceeded; monitors Skillin 5,6
timely delivery of purchased items & verifies receipt of materials deliv- | Ability to 7, 8,9, 10, 11, 12, 13, 14
ered; monitors use of all assigned division’s credit card purchases to
3 ensure they are in accordance with agency procedures; tracks contract
— status & communicates approaching contract expirations to program
g, = areas.
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FROM: 7:00 a.m. TO: 4:00 p.m.
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JOB DESCRIPTION AND WORKER CHARACTERISTICS
% Job Duties in Order of Importance Knowledge, Skills & Abifities
10 | Performs other duties & special projects as requested: maintains work- | Knowledge of 1, 2
ing understanding of OAKS Purchasing Module; assists supervisor Skillin 5, 6
when documentation problems occur; maintains filing system for pur- | Ability to 7, 8, 9, 10, 11, 12, 13, 14

chase requests & service contracts & continually reviews procure-
ment/accounting procedures; attends training & meetings, as required.
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