POSITION AGENCY/DEPT ID

Department of Administrative Services

DESCRIPTION DAS302220

DIVISICN OR INSTITUTION UNIT OR OFFICE COUNTY OF EMPLOYMENT
Human Resources HCM & Agency HR Support Franklin
HCM Benefits & Payroll Time & Labor

[X]Reclassification [ INew Position [ ] Update Position Hyperlinkedto [ ]

14
15'.51 Agency Organizational Tree
:E:, USUAL WORKING TITLE OF POSITION | POSITION NO. AND TITLE OF IMMEDIATE SUPERVISOR
zQ Assistant Administrator 20005945 Human Resources Manager 4
£ @ [ Permanent {1 Classified Overtime: [ | Eligible [X] Exempt Bargaining Unit
o {[] Temporary
3 S 1[0 Intermittent Unclassified | f FLSA Exempt, exemption type:
a ™ Page 1of 2
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
75 | Plans, directs & coordinates activities of the foliowing units within the | Knowledge of (1) budgeting; (2} man-
Office of HCM & Agency HR Support: Payroll Time & Labor & agement; (3) human resources; (4)
HCM Benefits; identifies goals & objectives & deflines program pa- workforces planning; (5) agency poli-

rameters; formulates & implements policies & precedures for assigned | cles & procedures®; (6) government
work groups; coordinates development of program components, rules & | structure & process™ (7) payroll proc-
regulations; establishes timelines & assesses qualitative & quantitative | essing; (8) employee benefits process-

- effectiveness of programs & success rate once programs are in place; ing; (9) state & federal laws, rules &

= develops section bhudget; cstablishes fiscal conirols & monitors expen- regulations (e.g., Ohio Revised Code

0 ditures; projects staffing needs & develops staffing plans; provides Chapters 124 & 4117, Ohio Administra-
W oversight in areas of specific program fraining & developnient assis- tive Code Chapter 123, collective bar-
i % tance & ensures adequate training resources to meet needs of assigned gaining agreements)*, (10) supervisory
> work units & agencies served by division; responds to inguiries & principles & techniques.
8 E complaints; revises policies & procedures to aid in alleviation of prob- | Skill in (11) use of a personal computer
e lematic arcas & issues of contention; provides assistance to HCM & & related hardware/software (e.g. MS

o - Agency HR Support Administrator as directed; supervises subordinate | Word, Excel, Peoplesoft*, Ohio Hiring

E human resources staff; supervises & facilitates continuing career devel- | Management System (OHMS)*

’2 opment of assigned staff. . Ability to (12} communicate effectively

to diverse audiences; (13) define prob-
lems, collect data, establish facts &
draw valid conclusions; counsel or ex-
hort others on sensitive/controversial

g} matters; {14) gather, collate & classify

! information about data, people or
@ .

3 things.
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% *developed after employment

i Position is in unclassified service per Section 124.11 (A) of Chio

S @ revised Code & is overtime exempt
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List Position Numbers & Job Titles of Positions Directly Super- SIGNATURE OF AGENCY REPRESENTATIVE | DATE
vised:
20065878 Administrative Assistant 4

20005896 Management Analyst Supy. 2 -1/ 28 /@q

ADM 4107 R 10-08 An Equal Opportunity Employer
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% USUAL WORKING TITLE OF POSITION POSITION NO. AND TITLE OF IMMEDIATE SUPERVISCR
zZa Assistant Administrator 20005845 Human Resources Manager 4
-3 e X} Permanent | ] Classified Overtime: || Eligible Exempt Bargaining Unit
= o §[ ] Temporary
8 § (] Intermittent | BJ Unclassified | If FLSA Exempt, exemption type:
a
Page 2 of 2
NORMAL WORKING HOURS {Explain unusual or rofating shiit):
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
25 § Conducts staff meetings to apprise staff of goals, expectations & time Knowledge of 1, 2, 3, 4, 5%, 6%, 7*, 8,
constrainis; attends conferences, seminars & meetings; reviews propos- [ 9%, 10.
als for process improvement opportunities from assigned staff; per- Skillin 11
forms other related administrative & public relations duties as assigned | Ability to 12, 13, 14
(e.g., attends in-service training, works on special projects as assigned).
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Position is in unclassified service per Section 124.11 (A) of Ohio
V% revised Cde & is overtime exempt
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List Position Numbers & Job Titles of Positions Directly Super- SIGNATURE OF AGENCY REPRESENTATIVE | DATE
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