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JOB CODE
16512

Copies & distributes voucher packets. to supervisor for approval.; com-
pletes & submits vendor entry & modification documents to the Office
of Budget & Management {OBM); forwards supervisor-approved
voucher documentation to OBM for review & approval; receives any
applicable payment reissuance requests & processes; contacts OBM to
request any expedited voucher processing; reviews status of vouchers in
OAKS FIN for errors & exceptiions (i.e. budget, match, threshold, de-
nied, pending, paid), for completion of voucher payment cycle; files
applicable paid vouchers.
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NORMAL WORKING HOURS (Explain unusual or rotating shift):
FROM: 8:00 a.m. TO: 5:.00 p.m.
JOB DESCRIPTION AND WORKER CHARACTERISTICS
Yo Job Duties in Order of Importance Knowledge, Skills & Abilities
70 | Receives employee tuition or conference reimbursement payment re- Knowledge of (1) accounting principles
quests for Exempt Professional Development Program {EPDP) & Em- & bookkeeping; (2) office practices &
ployee Educational Assistance Programs from staff, network drive, or procedures; (3) agency regulations &
interoffice mail; reviews voucher request for adequacy, (e.g, ensures policies & procedures;* (4) human rela-
vouchers contain encumbrance documentation where applicable, sup- tions; {5) electronic data processing
porting documentation}; enters requests as vouchers mto Ohio Adminis- | systems,
trative Knowledge System (OAKS) FIN; prepares voucher documenta- { Skill in (6) operation of personal com-
tion package for approval (e.g. enters data into OAKS FIN); makes puter and associated software (i.e., EX-
f: corrections te vouchers {e.g. corrects errors & exceplions); processes CEL, MS Office); (7) Ohio Administra-
W Journal Vouchers as corrections. tive Knowledge (OAKS FIN Account-
=0 ing Systern (OAKS FIN)*; (8) use of
- Access database software. Ability to
g § (9) Carry out detailed written & oral
- 8 instructions; {10) define problems, col-
&5 lect data, establish facts & draw valid

conclusions; (11) count, do basic math
(i.e., addition, subtractior;, multiplica-
tion, division, fractions, decimals &
percentages); (12) read, comprehend
and record figures accurately; (13) copy
material accurately & recognize gram-
matical, spelling & numerical errors;
{14) maintain accurate records.

Knowledge of 1, 2, 3%, 4, 5.
Skillin 6, 7%, 8, 9.
Ability to 10, 11, 12, 13, 14,
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Mainiains employee loan accounts in the Business Office Workforce
Development Computer Purchase Plan database; notifies supervisor
&/or programmers of any technical problems with database & follows

" directions to remedy the situation.

Works on special projects as assigned by supervisor (e.g., gathers busi-
ness & accounting data for review, assists Assistant Business Office
manager & other staff as directed; responds promptly to telephone
calls/messages & other customer service requests; files information
&/or data; attends any required training fo keep abreast of changes in
policies & procedures & assists with update of policies & procedures;
attends Business Office staff meetings, performs other duties as as-
signed by Supervisor or Assistant Business Manager.

Knowledge of 1, 2, 3%, 4, 5.

Skillin 6, 7%, 8, 9.

Ability to 10, 11, 12, 13, 14, {15) cooper-
ate with co-workers on group prejects.

15.
Knowledge of 2, 3%, 4, 5, 6.

Skillin 6, 8, 9.
Ability t0 10, 13, 15,
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