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POSITION
DESCRIPTION

AGENCY/DEPT ID Administrative Services
DAS302310

DIVISION OR INSTITUTION
Human Resources Division

UNIT OR OFFICE
Applications & Security

COUNTY OF EMPLOYMENT
Franklin

Reclassiﬁcation

[ Inew Position Update

Position Hyperiinked to [

Agency Crganizational Tree

USUAL WORKING TITLE CF POSITION
Senior Business Transformation Analyst

POSITION NO. AND TITLE OF IMMEDIATE SUPERVISOR
20005898 Program Manager 2

POSITION NUMBER
20005851

B Permanent
[ ] Temporary

BJ Classified Overtime: [_] Eligible

] Exempt

Bargaining Unit

JOB TITLE
Senior Business Transformation Analvst
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JOB CODE
63332

tion of new functionality (e.g., eBenefits, Time & Labor, eSelf Service) &
new configuration items (e.g., contract/parity changes); provides produc-
tion support & maintains contact with agency liaisons & payroll special-
ists to ensure OAKS is meeting expectations; recommends implementa-
tion of Ohic Administrative Knowledge System (CAKS) policy; acts as
tiaison to OAKS for Human Resources Division (HRD) HCM Supgport;
provides functional advice & guidance in planning, coordinating, & main-
taining the OAKS (PeopleSoft) Human Capital Management {e.q., Core
Human Resources, Benefits, Payroll, Time & Labor & Vendor Pay-
ments}; manages & oversess all project test plans; identifies potential
business process improvements; assists HRD staff & agency users in
using system, ptans & directs entire management evaluation & monitor-
ing operation of State Payroll System; validates state’s requirements for
improved business processes; assists with design & development of
report & screen layouts; analyzes & defines requirements & business
rules to facilitate statewide process design; coordinates communication
between functional & technical areas of system conversion regarding
operations, wage attachments, distribution of monies deducted from
payroll, COBRA, State Accrued Leave Fund, Disability Leave Fund,
Health Care Fund, W-2 processing, U.S. Savings Bond processing &
health care reporting; serves as initiai CAKS contact for HR related user
questions & HRD concerns; consults with & advises State Payroil Ad-
ministrator regarding unit operations &/or problems invoiving ali aspects
of the Payroll Units; serves as primary customer support answering
user questions & submits technical errors to Chio Administrative Know-
ledge System (OAKS) technical team; educates users & management in
OAKS HCM/Payroil functions, purposes & procedures; completes peri-
odic reports of section activity methodologies needed for effective pro-
gram assessment of CAKS HCM/Payroll functions, purposes & proce-
dures,; evaluates the design & implementaticn of new deduction pro-
grams & responsibie for coordinating any testing, training & communica-
tion.

[] Intermittent | [] Unclassified | If FLSA Exempt, exemption type:
FPage 1 ¢of 2
NORMAL WORKING HOURS (Explain unusuat or rotating shift):
FROM: 800 am. TO: 500 pm.
JOB DESCRIPTION AND WORKER CHARACTERISTICS
% Job Duties in Order of Importance Knowledge, Skills & Abilities
70 | Under direction of the Project Manager, serves as lead for implemenia- Knowledge of. {1} office business &

management practices; (2} agency
reguiations, division work ruies, gov-
ernment structure, process & requla-
tions™; (3) workforce development inter-
facing planning; (4) electronic payroll
processing; (5) federal, state & locai
payroll regulations (e.g., U.5. Savings
Bonds, W-2 processing, taxes & heaith
care processing)”’; {6) state payroli poli-
cies & procedures®; (7) empioyee train-
ing & development; (8) PeopleSoft Hu-
man Capital Management/

Payroll system,

Skill in: (9} operation of personal com-
puter & related software {e.g., Microsoft
Word, Excel & Access); (10) legacy pay-
rofl & central accounting systems (e.q.,
HR2K, Centrai Accounting System,
CICS & Roscoe)*.

Ability to: (11) deal with a variety of
variables impacting development of
OAKS PeopleSoft Human Capital Man-
agement/Payroll functions & determine
specific action to be taken; (12) define
problems, establish facts & draw valid
conclusions; (13) use proper research
methods to gather, collate & classify
information about data, people or things;

*developed after employment.

vised;
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POSITION
DESCRIPTION

AGENCY/DEPT ID Administrative Services
DAS302310

DIVISION OR INSTITUTION

UNIT OR OFFICE

COUNTY OF EMPLOYMENT

Human Resources Division HCM Support Franklin
X Reclassification [ JNew Position Update Position Hyperinked to [

Agency Organizational Tree

USUAL WORKING TITLE OF PCSITION
Senior Business Transformation Analyst

POSITION NO. AND TITLE OF IMMEDIATE SUPERVISOR
20005896 Program Manager 2

POSITION NUMBER
20005851

Permanent
L] Temporary

Classified Overtime: |_| Efigible

< Exempt

Bargaining Umit

JOB TITLE

15

Senior Business Transformation Analyst
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JOB CODE
63332

plementation of new initiatives; assists Benefits Administration staff with
proper & efficient utilization of the CAKS systerm: assists in understand-
ing CAKS HCM/Payroll functions; diagnoses & resclves simple fo mod-
erate problems; requests queries & updates on benefits {e.g., data con-
cerning employees’ participation in: Benefits Open Enroliment; Depen-
dant Care Spending Accounts; Health Care Spending Accounts); re-
sponsible for full life cycle implementation of new functionality.

Evaluates OAKS HCM/Payroli systems, hardware & software systems &
recommends changes as indicated (e.g., assists in diagnosis & resolu-
tion of modifications or configuration changes for possible quick solution
to OAKS HCM/Payroll function modules affecting data process nof re-
solved through normal help desk escalation): performs related duties as
required. Evaluates training needs for business transformation project
implementation; participates in the development & delivery of training.

L] Intermittent | ] Unclassified | If FLSA Exempt, exemption type:
Page 2 of 2
NORMAL WORKING HOURS (Explain unusuat or rotating shift):
FROM: 8:00a.m. TO:. 500 p.m.
JOB DESCRIPTION AND WORKER CHARACTERISTICS
% Job Duties in Order of Importance Knowledge, Skills & Abilities

{14) handle sensitive inquiries & resolve
complaints; (15) understand manuals &
verbal instructions technical in nature;
{16) prepare meaningful, concise & ac-
curate reports.

15 { Acts as liaison to husiness owners & agency leadership to facilitate im- Knowledge of: 1,28, 3,5, 7, 8.

Skillin: 9, 10.
Ability to: 11, 12, 13, 14,

Knowledge of. 1,2% 3, 7.
Skiltin: 9, 10.
Ability to: 11, 12, 13, 14,

*developed after employment.

vised:
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