POSITION
DESCRIPTION

AGENCY/DEPT 1D
Department of Administrative Services
DAS301850

DIVISION OR INSTITUTION
Human Rescurces Division

UNIT OR OFFICE
Compensation & Recrutiment

COUNTY OF EMPLOYMENT
Franklin

JOB TITLE
Human Resources Analyst 3

64613

ducts in-depth classification & compensation reviews of union
classifications as authorized by collective bargaining agreements
& originates report of findings; participates in labor rela-
tions/collactive bargaining activities &/or negatiations; evaluates
classification plan proposals & works with affected agencies to
develop draft classification plan proposals & works with affected
agencies to develop draft classifications; drafts & files adminis-
trative rules in accordance with Chapier 119 of Ohio Revised
Code; independently manages special projects; conducts posi-
tion description (PD) decentralization iaws, rules & guideline;
evaluates PD decentralization compliance reviews for agencies,
boards & commissions in accordance with decentralization laws,
rules & guidelines; evaluates PD decentralization compliance
review policy, procedures & format & suggests modifications &/or
improvements; prepares compiiance reports & meets with
agency Human Capital Management (HCM) staff to discuss find-
ings; issues corrective action plan to ensure compliance records
are complete & accurate; monitors progress of corrective action
pian.

. DdReclassification [ INew Position [ 1 Update Position Hyperlinked to ]
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Z &2 1§ Senior HR Analyst 20005834 Human Rescurces Manager 4
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. Page 10f 3
NORMAL WORKING HOURS {Explain unusual or rotating shift):
FROWM: 8:00 a.m. TO! 5:00 p.m.
JOB DESCRIPTION AND WORKER CHARACTERISTICS
% Job Duties in Order of Importance Knowledge, Skills & Abilities
35 | Performs multiple advanced human resources functions: con- Knowiedge of (1) Management, (2)

Labor Relations, (3} Workforce
planning, (4) Public Relations, (5)
Human relations, (8) Ohic civil Ser-
vice laws & rules (e.g., Ohio Re-
vised Code, Ohio Administrative
Code)* (7) Human Resources.
Skiliin (8) personal computer & re-
lated software {e.g., Word, Excel,
Access, Paradox, PowerPoint, Peo-
pteScft HCM modules).

Ability to (9} define problems, collect
data establish facts & draw valid
conclusions, {10) use research
methed in gathering data, (11) use
statistical analysis, (12) prepare &
deliver speeches to specialized au-
diences, {13) gather, collect & clas-
sify information about data, people
or things, {14) handle sensitive in-
guires form general public * outside
agencies & depariments, (168) com-
prehend technical documentation.

*developed after employment

£y JOBCODE

vised:

=

o

14
g

- List Position Numbers & Job Titles of Positions Directly Super-

SIGNATURE OF AGE

Y REPRESENTATIVE | DATE

{ﬁ %C?gj}(f

M oA et

ADM 4107 R 10-08

An Equal Opportunity Employer




POSITION
DESCRIPTION

DA

AGENCY/DEPT ID
Department of Administrative Services

5301850

DIVISION OR INSTITUTION
Human Resources Division

UNIT OR OFFICE
Compensation & Recruitment

CCOUNTY OF EMPLOYMENT
Frankiin

Reoiassification

DNew Position D Update

Position Hyperinkedto [}

Agency Organizational Tree

USUAL WORKING TITLE OF POSITICN
Senior HR Analyst

POSITION NO. AND TITLE OF IMMEDIATE SUPERVISOR
20605834 Human Resources Manager 4

POSITION NUMBER
20005836

Bd Permanent
{1 Temporary
L1 Intermittent

B Classified Overtime: [X] Eligible

L] Unclassified | If FLSA Exempt, exemption type:

[] Exempt

Bargaining Unit
22

Page 2 of 3

NORMAL WORKING HOURS (Explain unusual or rotating shift):

JOB TITLE
Human Resources Analyst 3

JOB CODE
64613

vices (DAS) & agencies, boards & commissions & forms busi-
ness parinership with agency HCM staff: provides expert consul-
tation & technical advise in areas of human capital management
concerns; develops understanding of strategic plan, human capi-
tal management concerns; develops understanding of strategic
plan, human capital & classification & compensation needs of
agencies; devejops criteria for strategic Human Resources (HR)
Planning; works with managers & HCM staff tc evaluate posi-
tions & workforce utilization trends to gain understanding of clas-
sification needs & formuiates strategic planning solutions; estab-
lishes reporting techniques to monitor progress; conducts re-
search & makes recommendations on new & revised policies &
programs having statewide impact: menitors &/or develops &
implements poficies, procedures, manuals, scripts, related to test
development & administration for agency proficiency test: serves
as consuliant to agencies regarding development & implementa-
tion of pilots to assess test instrument & makes adjustments
based on professional judgment; prepares & presents training o
state agencies on all operations of the Compensation & Recruit-
ment office; monitors success/failure by developing spread-
sheets to produce reports depicting test results including demo-
graphic information & prepares report of findings; prepares re-
ports an progress of programs; establishes & implements HR
tools to gauge effectiveness & efficiency of operations; utilizes
Ohic Administrative Knowledge System (OAKS) to analyze HCM
data & identifies frends, produces related reports such as turn-
aver reports, wage trends, demographic changes; prepares &
presents data analysis & reports to various leveis of manage-
ment including senior leadership.

FROM; 8:00 a.m. 10 500 p.m,

JOB DESCRIPTION AND WORKER CHARACTERISTICS
% Job Duties in Order of Importance Knowledge, Skitls & Abilities
35 | Serves as liaisen between Department of Administrative Ser- Knowledge of 1, 2, 3. 4. 5, 6* 7.

Skill in 8.
Ability to 9, 10, 11,12, 13, 14, 15,
18.
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Senior HR Analyst
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20005834 Human Resources Manager 4
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22
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NORMAL WORKING HOURS (Explain unusua! or rotating shift)

JOB TITLE
Human Resources Analvst 3

10

JOB CODE
64613

ment: participates in classification grievance processes including
Working Out of Class (l.e., WOC); conducts position audits &
represents DAS at State Personnel Board of Review; reviews
PD's submitted by centralized agencies for approval; conducts
job analysis; develops Civil Service & proficiency tests based on
joh analysis technigues; evaluates test responses to determine
statistical frends & identify potential adverse impact; develops
modifications to test based upon job analysis & evaluation of test
data; assists in formulation & implementation of test development
policy: establishes parameters for review of test plans to include
determining sample size within acceptable statistical range.

Performs related clerical duties: operates personal computer to
type, jog, enter access &for generate correspondence &/or vari-
ous reports (e.g., job audit reports, compliance reviews, classifi-
cation & compensation logs & databases, surveys, article re-
views, human resources letters, classification specifications);
operates office equipment (e.g., facsimile machine, photocopier)
answers telephone & responds to inquiries form agency person-
nel, employees & general public,

1

FROM: 8.00 a.m. _ TO! .00 p.m.

JOB DESCRIPTION AND WORKER CHARACTERISTICS
Yo Job Duties in Order of Importance Knowledge, Skills & Abilities
20 | Manages speciat projects for Office of Compensation & Recruit- Knowledge of 1,2, 4, 5, 6* 7.

Skillin 8.
Ability to 8, 10, 11, 12, 13, 14, 15,
18,

Knowledge of 7.
Skiliin 8.
Ability tc 14, 15,
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