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Serves as agency manager for unit; formulates & responsibly directs
implementation of Ohio Hiring Management System (OHMS) & work-
force analysis; administers statewide agency OHMS program & insures
compliance with program quasntitative & qualitative requirements;
monitors & oversees human resources analysts involved m recruitment
infrastructure support activities; coordinates utilization of OHMS appli-
cation process to include storing & reporting applicant data, agency
security & support for developing & posting proficiency tools, report-
ing & general use of system statewide; identifies, researches & reports
potential & actual efficiency gains; develops & implements manage-
ment tools to gauge effectiveness of program utilization & areas for
improvement; provides training to end users & serves as liaison to
assist agencies in utilization capabilities; meets with statewide agency
representatives to identify recruitment infrastructure needs & makes
recommendations to manager; establishes goals & timelines &
develops budget for projects; conducts staff meetings to discuss &
execute OHMS policies & procedures; formulates, implements &
recommends program {i.e., OHMS} policies & procedures subject to
review of manager,

Monitors & oversees preparation of survey reports; oversees
maintenance of various hardcopy & computerized files {e.g., posting of
vacancies of OHMS; sets up computer link ups & subscriptions to
recruitment Web sites); provides information on programs & policies to
private organizations, officials & general public; monitors statewide
employment trends to assist agencies in hiring processes.

Provides technical assistance & advice to employees, persomnel & ha-
man resources representatives & otficials of state agencies & other di-
visions within the department; attends a variety of meetings; speaks for
manager on programmatic issues & concerns

Position is overtime exempt

Knowledge of! (1) Ohio Hiring Man-
agement Systems*; (2) employee train-
ing & development; (3) supervisory
principles & technigues (4) public rela-
tions; {5) agency policies & proce-
dures*; (6) government structure &
process*; (7) interviewing techniques;
(8) state & federal laws, rules & regula-
tions relating to hiring & recruitment
(e.g. OAC 123, EEO/ADA)*,

Skill in: (9} operation of personal
computer & related hardware/software
(e.g., Microsoft Word).

Ability to: (10} calculate fractions,
decimals & percentages; (11) prepare &
deliver speeches before specialized au-
diences & general public; (12} bandle
sensitive inquiries form & contacts with
officials & general public; (13) reselve
complaints from angry citizens & gov-
ernment officials.

Knowledge of: 1, 2, 3, 4, 5%, 6%, §*.

Skill in: 9.
Ability to: 11, 12, 13.

Knowledge of : 4, & 8.
Ability to : 10, 11,12, 13, 14, 15,

*Developed after employment

List Position Numbers & Titles of Positions Directly Supervised:

20005910 HR Analyst 2
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