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Human Resources Division, serves as agency manager for ad-
ministering civil service categorization of classified & unclassified
positions: administers statewide classified status change pro-
gram & insures compliance with program requirements; reviews
agency requests & rationale to modify status of positions be-
tween classified & unclassified categories; researches, develops
& implements management tools to gauge effectiveness of pro-
gram areas for improvement; formulates, implements & recom-
mends program (i.e., civil service categorization) policies & pro-
cedures subject to review of the Deputy Director of the Human
Resources Division.
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NORMAL WORKING HOURS (Explain unusual or rotating shift):
FROM: 8:00 am TO: 5:00 pm
JOB DESCRIPTION AND WORKER CHARACTERISTICS
% Job Duties in Order of Importance Knowledge, Skills & Abilities
25 | On behalf of the Department of Administrative Services (DAS) Knowledge of: (1) agency/division

policies & procedures*; (2) govern-
ment structure & process (e.g., civil
service, Ohio Revised Code, Ohio
Administrative Code)*; (3) public
relations; (4) human relations; (5)
human resources.

Skill in: (6) operation of personal
computer & related hard-
ware/software (e.g., Microsoft Word,
Excel, PeopleSoft);.

Ability to: (7) apply principles to
solve problems; (8) define problems,
collect data, establish facts & draw
valid conclusions; (9) maintain accu-
rate records; (10) prepare meaning-
ful, concise & accurate reports; (11)
draft &/or edit administrative poli-
cies, procedures & documents; (12)
handle inquiries from public & gov-
ernment officials; (13) resolve com-
plaints from public & government
officials; (14) handle sensitive &
confidential information appropriate-

ly.
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Acts for & relieves deputy director of a variety of difficult adminis-
trative duties: serves as liaison between deputy director & Hu-
man Resources Division (HRD) senior staff; formulates & imple-
ments the Compensatory Time Policy for statewide compliance;
communicates plans & directives to managers; monitors, analyz-
es, prepares & distributes information on status of statewide
projects in the Human Resource Division (HRD); formulates &
implements program policy & procedures as assigned; serves as
liaison with agency human resource departments on variety of
issues (e.g., processing concerns, policy issues, customer ser-
vice issues, improvement opportunities); researches & responds
to concerns from DAS divisions &/or agencies; gathers informa-
tion, defines problems & provides resolution; identifies urgent
needs of agencies received (e.g., phone calls, email) & coordi-
nates meetings and/or communications to expedite awareness &
provide responses to concerns; researches & prepares reports &
recommendation for deputy director’s approval on variety of is-
sues & concerns within HRD; compares HRD senior managers
work hours record against timesheets in Ohio Administrative
Knowledge System (OAKS) Time & Labor to assist managers in
assuring accurate time reporting prior to Deputy Director’s ap-
proval; coordinates, monitors & reports on HRD project recom-
mendations; provides support to HRD Assistant Deputy Director
(e.g., research & respond to issues, coordinate & monitor
projects); coordinates & distributes the HRD weekly report.

Knowledge of: 1*; 2%; 3; 4, 5.
Skill in: 6.
Ability to: 7; 8; 9; 10; 11; 12; 13; 14.
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director (e.g., maintenance of deputy director’s phone, blackber-
ry, copiers & furniture); plans & coordinates deputy director’s
schedule (e.g., meetings, appointments, conferences, webinars);
coordinates office moves (e.g., equipment moves, furniture, tele-
phone lines); receives, reviews & distributes cell phone & centrex
telephone bills for approval by user & supervisor & delivers all
division approved invoices to Office of Finance; monitors & or-
ders supplies for HRD (27‘h floor); tracks distribution & return of
office keys & employee badges for HRD employees; manages
business functions of HRD deputy director’s office: prepares &
administers budget materials; oversees fiscal controls for deputy
director; authorizes expenditures & purchases on behalf of the
deputy director; coordinates invoices, verifies & obtains all signa-
tures required for approval; delivers approved invoices to Office
of Finance;

Manages statewide, large-scale human resources public records
requests: for sensitive and timely public records requests requir-
ing human resources data, oversees the sourcing of reports and
records within DAS Human Resources Division to ensure that all
components of the request are being collected and provided
back to DAS Legal and DAS Communications; validates that re-
guests can be fulfilled within DAS HRD, reviews and consoli-
dates prepared data, on behalf of the Deputy Director of the Hu-
man Resources Division.

Performs routine administrative duties: drafts documents, cor-
respondence, directives & publications with statewide impact;
opens mail & distributes to appropriate individuals for response;
responds to email’s on deputy director’s behalf; attends meetings
& takes notes as directed,; performs other duties as assigned.
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JOB DESCRIPTION AND WORKER CHARACTERISTICS
% Job Duties in Order of Importance Knowledge, Skills & Abilities
20 | Plans, coordinates & manages office functions for HRD deputy Knowledge of: 1%, 2*, 3, 4; (16) bud-

geting/bookkeeping.

Skill in: 6.

Ability to: 7, 8, 9, 14, (15) gather,
collate & classify information about
data, people & things.

Knowledge of: 1%, 2%, 3, 4.
Skill in: 6.
Ability to: 9, 10, 12, 14.

Knowledge of: 1%, 2%, 3,4, 5.
Skill in: 6.
Ability to: 7, 8,9, 10, 11, 14.
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