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POSITION
DESCRIPTION

AGENCY/DEPT ID
Department of Administrative Services
DAS301000

JOB CODE TITLE
pital Management Manager

¢Oﬂ/§/ M Human Ca

DIVISION OR INSTITUTION
Human Resources Division

UNIT OR OFFICE
Application & Reporting

COUNTY OF EMPLOYMENT
Franklin
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Job Duties in Order of Importance

Knowledge, Skills & Abilities

70

Acts as manager for Human Resources Division Application & Report-
ing within Department of Administrative Services (DAS): develops &
implements policies & procedures for effective oversight of HCM Posi-
tion Management; serves as liaison to agency designees to convey
statewide objectives & improves agency operations in HCM Position
Management, researches & recommends alternatives to agencies, de-
velops & implements all aspects of project management associated with
program, develops effective measurements of program success, serves
as consultant to agencies designing & refining processes & procedures;
manages & supervises lower-level staff (e.g., approves leave, initiates
discipline, interviews applicants & recommends staff for hire, com-
pletes performance evaluations); develops training materials; monitors
completed work of stafl to ensure accuracy & consistency with estab-
lished DAS policies, procedures & guidelines; manages & maintains
state agencies budget department tables; works with HCM configura-
tion team to ensure system is updated with changes to pay tables, posi-
tion numbers, job codes & event/reason codes for State of Ohio follow-
ing changes to Ohio Revised Code (ORC) or bargaining contracts; re-
searches & reviews ORC & union contracts o ensure appropriate rules
application; works closely with Ohio Administrative Knowledge Sys-
tem (e.g., OAKS module running on PeopleSoft application) staff to
respond to inquiries from customers (e.g., analyzes & researches issues,
determines solutions & executes in QAKS, coordinates higher-level
tasks with QOAKS staff, tests solutions/changes before & after produc-
tion); maintains & develops queries in QAKS using PS Query or
Cognos; reviews all human resource enhancement requests & makes
recommendations for changes; monitors human resources support func-
tions; recommends & implements modifications & new procedures
required to correct problems.

Knowledge of (1} public relations (e.g.,
HR environment), (2} agency policies
and procedures* (e.g., PA principles
and procedures); (3), management; (4)
supervision principles; (5) government
structure & process®; (6} OAKS HCM
Module functions;

Skill in (7) operation of a personal
computer and related hardware/software
(e.g. MS Word, Excel, Access); (8) use
of Web-based applications (e.g., HCM,
FIN, ISQL, PS Query, &/or Cognos);
(9) configuring PeopleSoft HCM mod-
ule function;

Ability to (10} understand communica-
tions and customer service fields; (11)
establish friendly atmosphere as super-
visor of work unit; (12) handle sensitive
inquiries from & contacts with officials
& general public; (13) define problems,
collect data, establish facts & draw val-
id conclusions.

*developed after employment

List Position Numbers and Titles of Positions Directly Supervised:
See Table of Organization
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Researches, investigates & processes customer inguiries; provides an-
swers to questions regarding HCM OAKS information; develops &
implements policies & procedures regarding human resource functions;
makes recommendations on alternative activities with other units within
HRD HCM OAKS Support Unit; serves as liaison with state agencies
on human resource related issues; develops human resource procedure
meimnos; monitors timeliness & quality of responses; assists with devel-
opment & writing of training materials for state agencies; makes public
presentations; develops policies & procedures for human resource pro-
grams; assists in the preparation & revisions of human resource materi-
als to agencies & employees.

Performs other duties as assigned: develops & implements effective
methods of communication & customer service program delivery; oper-
ates personal computer to edit, enter &/or verify data; represents admin-
istrator at meetings & assumes responsibility in administrator’s ab-
sence; performs other duties related to human resource processing &
customer service as assigned.

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

Skill in: 7, 8, 9.

Ability to: 11,12, 13, (14) write &
develop policies & procedures; (15)
proofread technical materials, recognize
errors & make corrections; (16) inter-
pret a variety of technical matter in
books, journals & manuals; (17) under-
stand manuals & verbal instructions;
(18} prepare & deliver speeches before
specialized audiences,

Knowledge of: 2%, 3,4, 5, 6%,
Skill in: 7,8, 9.
Ability to: 11, 12, 13, 14.

Position Specific Minimum Qualifications

12 mos. trg. or exp. in public relations
(e.g., Human Resources environment);
6 mos. trg. or exp. in using web-based
applications (e.g., HCM, FIN, ISQL, PS
Query &/or Cognos).

*developed after employment

List Position Numbers and Titles of Positions Directly Supervised:
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