1100-000U

POSITION
DESCRIPTION

AGENCY/DEPT D
Depariment of Administrative Services
DAS301400

DIVISHON OR INSTITUTION UNIT
Human Resources Division

OR QFFICE
Office of Policy Development

COUNTY OF EMPLOYMENT
Franklin

Appe Blefic dmo

= gReciass%ﬁcaiion [_INew Position [ | Update Position Hyperlinked to [ ]
2 Agency Organizational Tree
S USUAL WORKING TITLE OF POSITION POSITION NO. AND TITLE OF IMMEDIATE SUPERVISOR
2 & | Policy Administrator 20005812 Deputy Director 6
S wn Permanent | [} Ciassified Overtime: [] Eligible Exempt Bargaining Unit
E =4[] Temporary Unclassified
o =8 [ Intermittent | [ Essential If FLSA Exempt, exemption type: Page 1 of 3
NORMAL WORKING HOURS (Exnlain unusual or rofating shift):
FROM: 8:00 AM. TO: 5:00 P.M.
JOB DESCRIPTION AND WORKER CHARACTERISTICS
% Job Duties in Order of Importance Knowledge, Skills & Abilities
25 t Plans, directs & coordinates all activities of the Office of Policy Devel- | Knowledge oft (1) budgeting®, (2)
opment in Human Resources Division (HRD) of Department of Admin- { management, {3} labor relations, (4)
istrative Services (DAS) (e.g., develops section’s short & long range workforce planning, (5} employee train-
goals & objectives to include identification of actions steps & timeline, | ing & development, (6) human re-
monitors staff filing of administrative rules to ensure DAS, compliance | sources development, (7) supervision
with 5-year plan filed per Section 119.032 of Revised Code, develops principles, (8) human relations, (9)
~ work procedures & manuals, develops & monitors section budget, ap- agency policies & procedures (e.g.,
= proves/authorizes expendifires, prepares & maintains section’s Table of | DAS & HRD policies & procedures,
= Organization & Position Descriptions, completes or initiates required Chapter 123 of Administrative Code)*,
L; personnel transactions & screening assessments, interviews applicants {10) government structure & process
= for section vacancies, responds to section employee complaints / con- {e.g., Chapter 119 & 124 of Revised
é cerns, directs records retention activities} & review work, completes Code & other federal & state statues)™®,
Ej 2 performance evaluations & action plans to maintain/improve perform- (11} interviewing techniques.
= ance, assists employees with career development by recommending/ Skill in: (12) operation of personal
: 5 authorizing desired/needed training, updates/trains staff on section computer & associated hard-
2 E functions & applicable laws, rules, & procedures, authorizes leave & ware/software (e.g., MS Office)
8 o initiates/recommends appropriate disciplinary action as necessary). Ability to: (13) deal with many vari-
g g ables determine specific action, (14)
s calculate fractions, decimals & percent-
= ages, (15} interview job applicants ef-
= fectively, (16) prepare meaningful, con-
S cise & accurate repotts, {17} proof read
= technical materials, recognize errors &
E make corrections, (18) use proper re-
é search methods in gathering data, (19)

develop complex reports & position
papers, (2() gather, collate & classity
information about data, people, or
things, (21) establish friendly atmos-
phere as supervisor of work unit.

*developed after employment

JOB CODE
04617

List Position Numbers & Job Titles of Positions Directly Supervised:
Administrative Assistant 4 20005826; 20005827, 20005828 7
Executive Secretary: 20005829 A

SIGNATURE OF AGENCY REPRESENTATIVE
P

ATE

e

ADM 4107 R 10-08

An Equal Opportunity Employer
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POSITION
DESCRIPTION

AGENCY/DEPT ID
Department of Administrative Services
DAS301400

DIVISION O

Human Resources Division

RINSTITUTION UNIT OR OFFICE

Office of Policy Development

CCUNTY OF EMPLOYMENT
Franklin

gReCIasséﬁcation DNew Position D Update

0J

Agency Organizational Tree

Postiicn Hyperlinked to

USUAL WORKING TITLE OF POSITION
Policy Administrator

POSITION NO. AND TITLE OF IMMEDIATE SUPERVISOR
20005812 Deputy Director 6

b4
L
[

POSITION NUMBER
20005825

[] Classified
Unclassified
[ ] Essential

Permanent Overtime: [_] Eligible
Temporary

intermittent If FLSA Exempt, exemption iype:

Exempt

Bargaining Unit

Page 2 of 3

NORMAL WORKING HOURS (Explain unusual or rotating shift):
- FROM: 8:00 AM. TO: 5:00 P.M.

JOB DESCRIPTION AND WORKER CHARACTERISTICS

%

Job Duties in Order of Importance

Knowledge, Skills & Abilities

35

25

JOB CODE TITLE
Human Capital Management Administrator 2

Bjelio e

Appel

Coordinates all legal activities for HRD & serves as legal counsel to
HRD deputy director (e.g., develops process to monitor, track & review
proposed legislation & case decisions having impact on HRD's func-
tions , civil service laws, rules, & procedures, identifies policies & rules
to be developed &/or revised by section’s policy developers, reviews
vendor proposals & proposed contracts to ensure legal language exists
to protect DAS/HRD interests, responds &/or reviews proposed re-
sponses to complaints & inquiries that may result in legal action or if
potential violation exists, researches & provides legal interpreta-
tion/advice to section managers, unit supervisors & deputy director on
human resources issues & best practice, coordinates/confers with DAS’
chief legal counsel &/or assistant attorney general as necessary to re-
solve legal questions & appeals files as result of HRD action, conducts
pre-disciplinary hearings as assigned, represents HRD before in adjudi-
cative or legislative hearings as necessary, writes required legal opin-
ions, briefs & other legal documents as necessary)

Coordinates research activities to create/revise policies, directives, pro-
cedures, administrative rules, & proposed legislation to ensure human
resources management practices are current, competitive, meet cus-
tomer needs, & do not contravene applicable laws, rules, & collective
bargaining agreements, directs implementation of policies & adminis-
irative rules, conducts research on sensitive, confidential & innovative
issues {e.g., obtains internal & external customer input, develops posi-
tion papers to include recommended alternative approaches to human
resources management & collective bargaining & pertinent cost analy-
sis & develops & implements related policies, oversee creation of da-
tabase &/or operates personal computer o create databases to collect &
analyze data, retrieve data, create & maintain required correspendence,
records & reports, & to generate & receive e-mail.

Knowledge of: 2,3, 8, 10%, (22} public
relations, (23) Civil Service & enploy-
ment law,

Skiliin: 12.Ability to: 13, 16, 18, 19,
20, (24} prepare deeds, leases, wills,
mortgages and/or contracts,

Knowledge of: 3, 4,7, §, 9%, 10%, 11,
22, (25) social sciences, (26) law.

Skill in: 12.

Ability to: 13, 14, 15, 16, 1§, 19, 20,
21, (27) interpret a variety of technical
material in books, journals, & manuals,
{28) handle sensitive inguiries from &
contacts with officials & general public

*developed after emnployment
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JOB CODE
64617

Administrative Assistant 4: 20005826; 20005827, 20005828
Executive Secretary; 2000582¢
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POSITION AGENCY/DEPT 1D

Department of Adminisirative Services

DESCRIPTION DAS301400

DHVISION OR INSTITUTION UNIT OR OFFICE COUNTY OF EMPLOYMENT
Human Resources Division Office of Policy Development Frankiin
£ ﬂReclassiﬁcation [ INew Position [ lupdate Position Hyperlinked o []
&8 Agency Organizationai Tree
: USUAL WORKING TITLE OF POSITION POSITION NO. AND TITLE OF IMMEDIATE SUPERVISOR
; § Policy Administrator 20005812 Deputy Director 6
S @ I [J Permanent | [] Classified Overtime: [_| Eligible [X] Exempt Bargaining Unit
*‘a“‘ g [] Temporary Unclassified
o S Intermittent | ] Essential If FLSA Exempt, exemption type: FPage 3 of 3

NORMAL WORKING HOURS (Explain unusual or rotating shift):
FROM: 8:00 AM. TO: 500 P.M.

JOB DESCRIPTION AND WORKER CHARACTERISTICS

% Job Duties in Order of Importance

Knowledge, Skills & Abilities

15 | Provides information & technical assistance in response to inquiries
from human resources persormel of political jurisdictions serviced by
HRD, other entities & general public regarding human resources man-
agement, labor relations, civil service & employment law, HRD poli-
cies & procedures, & collective bargaining issues, represents DAS in
meetings with media, customers, legislators, & other inferested parities,
prepares & delivers speeches & training on human resources & related
topics, attends meetings & training, serves on/chairs assigned commit-
tees.

JOB CODE TITLE
Human Capital Management Administrator 2

Knowledge of: 3, 6, 8, 9%, 10%_11.
Skill in: 12,

Ability to: 7, 13, 14, 20, 21, 26, 28, 29,
(30) define problem, collect data, estab
lish facts & draw valid conclusions,
(31) originate business letters reflecting
standard procedures, (32) prepare &
deliver speeches before specialized au-
diences & general public, (33) resolve
coniplaints from angry citizens & gov-
ernment officials.

£
Q@
o
i,
£
i,
3 Position Specific Minimum Qualifica-
Position is in unclassified service per Section 124 11(A) (9} of Ohio tion License to practice {aw in the State
‘im Revised Code & is overtime exempt of Ohio
o
<.
*developed after employment
"
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