POSITION
DESCRIPTION

AGENCY/DEPT ID

DAS102100

DIVISION OR INSTITUTION
Administrative Support

UNIT OR OFFICE
Office of Employee Services

COUNTY OF EMPLOYMENT
Franklin

JOB TITLE

Human Capital Management Senior Analvst

7

#6513

JOB CO
64613

tive Services (DAS), Office of Employee Services (OES) in coordinat-
ing & managing hiring processes & other personnel activities: provides
assistance to division managers/supervisors (e.g., writes position de-
scriptions, conducts job analyses; develops assessments & structured
interview questions in conjunction with managers & supervisors; partic-
ipates in structured interviews); provides guidance to managers in em-
ployment process according to collective bargaining agreements, feder-
al & state laws, rules & regulations (e.g., promotions, transfers, demo-
tions, probationary/trial periods, working out of class issues); oversees
job posting process [e.g., utilizes Ohio Hiring Management System
(OHMS); monitors posting deadlines & forwards applications to man-
ager]; prepares & places advertisements via newspapers, magazines &
Internet; participates in workforce planning initiatives; assists with se-
lection process (e.g., screens applications for minimum qualifications,
schedules interviews); handles classification issues; prepares & pro-
cesses personnel actions; monitors & analyzes payroll discrepancies,
monitors & tracks employee evaluation process; maintains Table of
Organization (TO) and compares with Fundable Table of Organization
(FTO); assists with division budget process; advises managers/ supervi-
sors on labor relations issues; confers with OES HR Administrator on
direction for discipline matters; works with Labor Relations Manager
on labor issues (e.g., conducts administrative investigations & prepares
reports) & attends hearings; attends trainings, conferences & seminars
on trends in human resources & changes in civil service/ employment
law; and responds to verbal & written inquiries.
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NORMAL WORKING HOURS (Explain unusual or rotating shift):

FROM: 7:30 a.m. TO: 4:00 p.m.

JOB DESCRIPTION AND WORKER CHARACTERISTICS
% Job Duties in Order of Importance Knowledge, Skills & Abilities
60 | Serves as human resources coordinator for Department of Administra- | Knowledge of: (1) human resources man-

agement (e.g., classification issues, staffing
needs, payroll, definition of duties, determi-
nation of appropriate classifications for posi-
tions, workplace safety); (2) Collective Bar-
gaining contracts, Ohio Revised Code, Ohio
Administrative Code, federal laws, rules &
regulations relating to human resources
issues (e.g., discipline, hiring layoffs, griev-
ances, settlement agreement)*; (3} pub-
lic/human relations; (4) labor relations; (3)
supervision; (6) agency/division policies &
procedures*; (7) government structure &
process*; (8) employee relations.

Skill in: (9) use of personnel computer &
associated software (e.g., MS Word, Peo-
pleSoft HCM applications*).

Ability to: (10) define problems, collect
data, establish facts & draw valid conclu-
sions; (11) communicate effectively in writ-
ing & vetbally with technical & non-
technical employees & senior management;
(12) prioritize & deal with multiple is-
sues/tasks simultaneously; (13) handle rou-
tine & sensitive contacts with employess,
union representatives, other governtment &
private business officials; (14) prepare
meaningful, concise & accurate reports.
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Responsible for oversight of the statewide combined charitable cam-
paign (CCC); acts as the Director’s representative & chairs the public
relations, application review & policy & procedure committees; partici-
pate in the RFP process for selection of vendor that manages the opera-
tions of the CCC; reviews policies & procedures & makes recommen-
dations for change; review procedures & make recommendations to
improve accountability; reports any inefficiencies or deviation for poli-
cy or contract with Combined Charitable Office; reviews & works with
Departinent of Administrative Services (DAS) to-approve all communi-
cations being sent from CCC.

Knowledge of: 1, 2%, 3, 5, 6%, 7, 8
Skill in: 9.
Ability to: 10, 11, 12, 13, 14,
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