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Administrative
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NORMAL WORKING HOURS (Explain unusual or rotating shift):

JOB CODE TITLE
Senior Financial Analvst

FROM: 8:00am TO: 5:00pm Report in location & work hours subject to change.
JOB DESCRIPTION AND WORKER CHARACTERISTICS

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

75 | Independently researches & analyzes complex information o resolve Knowledge of (1) DAS & State Purchasing

25

errors, modify data &/or determine appropriate action with external
involvement: serves as agency coordinator & point of contact for Con-
tract Revenue Share sales reporting & fee submissions: utilizes Omni-
com reports & historical log data to determine delinquent sales reports
& revenue share payments; pursues timely collection of delinquent
sales reports & revenue share payments via e-mail, phone calls & writ-
ten correspondence per established collection procedures; documents
collection efforts & other contact with contractors using notes feature
of Omnicom; provides quarterly recommendations to management on
revenue share payments to be certified to the Attorney General’s Of-
fice for collection; researches & resolves tnvalid e-mail addresses for
revenue share contacts; instructs new or non-compliant coniractors on
Omnicom reporting requirements; notifies appropriate personnel in
Office of Procurement when revenue share contracts need to be entered
into Ommnicom; utilizes advanced Excel spreadsheet functions (e.g.,
subtotal, filter, group, conditional formatting, pivot tables) to format
Omnicom data downloads into revenue management reports (i.e.,
payment history reports, receivables aging reports, etc.); develops
Cognos reports to extract contract data from QAKS for compatison to
Omnicom contract data to ensure accuracy & consistency of data in
both systems; verifies quarterly sales reported by contractors coincides
with quarterly agency expenditures as reflected in Omnicom, follows
up with contractors when reported sales are not consistent with quarter-
ly agency expenditures & documents resolution.

Makes telephone calls or communicates via email in order to prompily
ascertain data or information needed by Financial Analyst to post rev-
enue share payments in Omnicom; responds to inquiries from contrac-
tors; provides analysis of contractors’ usage reporting & payment sta-
tus to Procurement analysts; maintains historical logs of contractor
sales & revenue share payments maintains files of sales reports; other
duties as assigned.

policies*; (2} laws, rules & regulations
relating to purchasing {e.g., Ohio Revised
Code & Ohio Administrative Code)*; (3)
generally accepted accounting principles;
(4) human relations; (5) business; (6) man-
agement.

Skill in (7) operation of personal computer
& associated hardware/software (e.g., MS
Word, Excel, Qutlook, Cognos, OAKS,
Omnicomn, purchasing applications).
Ability to (8) read, comprehend & record
figures accurately; (9} define problems,
collect data, establish facts & draw valid
conclusions; (10) interpret extensive varie-
ty of technical material in books, journals
& manuals; (10); (11) prepare meaningful,
concise, accurate, complex reports; (12)
check pairs of items that are similar or
dissimilar; (13) work alone on most tasks
or work with co-workers on group pro-
jects; (14) communicate effectively in
written & oral form; (15) develop & main-
tain good rapport with customer agencies
& vendors,

Knowledge of 1*,2%,3,4,5,6

Skill in 7
Ability to 8,9, 10, 11, 12, 13, 14, 15

*developed after employment
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