views HR information in OAKS HCM, makes updates & assists agen-
cies with routine data corrections; consults with higher lever HCM ana-
lysts to obtain information necessary to respond to more technical in-
quiries.

% 5:/"#/4[’/ Human Cabita

assignments (e.g., review training materials, assist with agency training,
OAKS system testing).

JOB CODE
64611

— L L
POSITION AGENCY/DEPT ID
Administrative Services
DESCRIPTION
DIVISION OR INSTITUTION UNIT OR OFFICE COUNTY OF EMPLOYMENT
Human Resources HR Operations Franklin
_ L L M
L I _ L
o [ ]Reclassification [ INew Position Update Position Hypetlinkedto [ ]
g Agency Organizational Tree
g USUAL WORKING TITLE OF POSITION POSITION NO. AND TITLE OF IMMEDIATE SUPERVISOR
= 8 | HCM Associate See Table of Organization
23 Permanent Classified Overtime: [ Eligible [] Exempt Bargaining Unit
E 8 |L] Temporary
8 8 [ intermittent | [ Unclassified | If FLSA Exempt, exemption type:
a Page 1 of 2
NORMAL WORKING HOURS (Expiain unusual or rotating shift):
FROM: - TO: -
JOB DESCRIPTION AND WORKER CHARACTERISTICS
% Job Duties in Order of Importance Knowledge, Skills & Abilities
60 | Develops technical Human Resources skills, knowledge & abilities in Knowledge of (1) public relations, (2)
the performance of basic HR assignments requiring the applicaticn of human resources, (3) agency policies &
o HR practices to make decisions which have prescribed outcomes (e.g., | procedures (e. g., Ohio Administrative
_'E answers general agency questions, enters routine job data or position Code Chapter 124.14) Personnel Action
8 entry) applicable to the Human Capital Management (HCM) Ohio Ad- | Processing Manual, HCM Job Aids,
3 ministrative Knowledge System (OAKS) module; through on the job collective bargaining provisions®, (4)
P4 training learns to perform routine professional & administrative IR government structure & process®.
- support functions to assist the HR Operations Agency HR Support team | Skill in (5) use of personal computer &
o {e.g., date stamp & log personnel actions received, reviews personnel associated hardware/software (e. g.,
w QE, actions for accuracy); assists Agency HR Support by applying civil Microsoft Word, Excel, Outlook; Peo-
2 g service laws, rules, policies, procedures & collective bargaining agree- | pleSoft)*.
- c ments; provides assistance to higher level HCM analysts, state agencies | Ability to (6) define problems, collect
8 tEu & general public by exercising limited professional HR judgment; re- data, establish facts & draw valid con-
i -

20 | Assists in monitoring, preparing & processing forms & reports for the Knowledge of: 1, 2, 3%, 4%,
Agency HR Support Unit (e.g., certification requests, verifying reten- Skill in: 5
tion points, step rosters); assists Agency HR Support Unit with special | Ability to: 6,7, 8,9.

clusions; (7) gather, collect data, collate
information about data; (8) use proper
research methods to handle routine &
sensitive inquiries from & in person
contacts with variety of customers; (9)
cooperate with co-workers on group
projects.

*developed after employment

rectly Supervised:
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_ L _ N
POSITI O AGENCY/DEPT ID
Administrative Services
DESCRIPTION DASD1000
DIVISION OR INSTITUTION UNIT OR OFFICE COUNTY OF EMPLOYMENT
Human Resources HR Operations Franklin
RN A _ R
_ M i _ L
« [ ]Reclassification [ INew Position <] Update Position Hyperlinked to [
E Agency Organizational Tree
§ USUAL WORKING TITLE OF POSITION POSITION NO. AND TITLE OF IMMEDIATE SUPERVISOR
Z R |HCM Associate See Table of Organization
s 3 Permanent | [ Classified Overtime: X Eligble [ ] Exempt Bargaining Unit
ES JLI Temporary
@ | O intermittent | [1 Unclassified | if FLSA Exempt, exemption type:
o Page 2 of 2
NORMAL WORKING HOURS (Explain unusual or rotating shift):
FROM: TO:
L — . .
JOB DESCRIPTICN AND WORKER CHARACTERISTICS
% Job Duties in Order of Importance Knowledge, Skills & Abilities
20 | Provides clerical support as necessary (opens, sorts & distributes mail Knowledge of 1, 2, 3*
& faxes, photocopying, maintains agency files & layoff files, answers Skill in: 5
o phones & greets public); prepares routine documents & reports as need- | Ability to: 6, 7, 8, 9, (10) prepare corre-
E ed; attends in-service meetings &/or seminars. spondence & repotts.
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