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JOB TITLE

64616 @ﬂfa 0/ [/’ L}[‘ /i/ @ Human Capital Management Administrator 1

s
JOB CODE

Acts for & on behalf of Administrator 2 for the Human Resource Divi-
sion (HRD), Office of Talent Management (OTM) & assumes function-

al responsibility for program area(s) assigned (i.e. Agency Relations &

Operations Research); establishes & maintains agency relations foster-
ing partnerships among OTM staff & agency counterparts; develops &
directs implementation of survey instruments; counsels agencies t0 as-
sure organizational awareness is communicated with relevant parties;
oversees development & implementation of OTM communication &
agency relations policy (e.g. establishes plan for agency visits, quality
reviews, survey distribution, solution/implementation follow-up}); for-
mulates & applies operationally optimizing methods for communicating
& conducting business leveraging OTM projects; communicates with
senior leadership & executive staff to identify a variety of problems &
recommends solutions as they link to management objectives & manag-
ing talent for the State of Ohio; collaborates to ensure successful im-
plementation of OTM services, support & solutions.

Knowledge of: (1) human resources; (2)
workforce planning; (3) management,
(4) public relations; (5) human rela-
tions; (6) Ohio civil service laws &
rules (e.g., Ohio Revised Code, Ohio
Administrative Code) (7) agency poli-
cies & procedures (Talent Management
policies)*;(8) supervisory techniques &
principles

Skill in: (9} operation of personal com-
puter & related hardware/software (e.g.,
Word, Excel, PowerPoint, PeopleSoft*)
Ability to: {10) define problems, collect
data, establish facts & draw valid con-
clusions; (11) use research methods in
gathering data; (12) use statistical anal-
ysis; (13) prepare & deliver speeches to
specialized audiences; (14} gather, col-
late & classify information about data,
people or things; (15) handle sensitive
inquiries from general public & outside
agencies & departments; (16) write
meaningful & accurate reports & tech-
nical documents.
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JOB TITLE
Human Capital Management Administrator 1

Coordinates development of program components (e.g., Talent Man-
agement Module): evaluates & creates business requirements; estab-
lishes timelines & assesses qualitative effectiveness for operations;
measures component success & identifies opportunities for short &
long term improvement(s); develops & implements communication
plan(s); responds to inquiries & complaints; provides oversight for
training delivery to ensure training plan & resources to meet needs.
Supports HRD in similar endeavors on special projects.

Supervises assigned staff (i.e., assigns & reviews work, evaluates rec-
ommends/initiates disciplinary action, recommends leave) & ensures
on-going training to keep employees abreast of professional practices
changes & changes to state & federal laws, rules & regulations as it
relates to Talent Management. '

Knowledge of:1, 2, 3,4, 5,6, 7%, 8

Skill in: 9

Ability to: 10, 11, 12, 13, 14, 15, 16
}

Knowledge of:1,2,3,4,5,6, 7%, 8
Skill in: 9
Ability to; 10, 11, 12, 14,
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