POSITION
DESCRIPTION

AGENCY/DEPT ID
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NORMAL WORKING HOURS (Explain unusual or rotating shift):

JOB TITLE
Human Capital Management Manager

FROM: 8:00 a.m. TO: 5:00 p.m. ——
JOB DESCRIPTION AND WORKER CHARACTERISTICS
Y% Job Duties in Order of Importance Knowledge, Skills & Abilities
40 Serves on behalf of the Department of Administrative Services (DAS) Human Knowtedge of: (1) management; (2) labor

Resources Division (HRD) as the statewide manager of Performance Manage-
ment, including ePerformance & succession planning within the Office of Tal-
ent Management (OTM); (NOTE: ePerformance is a madule within the Ohio
Administrative Knowledge System (OAKS), a modified version of PeopleSoft);
conveys statewide objectives in accordance with the OTM strategic plan &
roadmap; develops & implements enterprise policies for the program; coordi-
nates with staff to discuss/evaluate project priorities & progress towards short
& long term goals; coaches staff to foster development, job satisfaction, con-
tributes to performance evaluations, provides on-going feedback; utilizes quali-
ty principles & initiatives as part of routine operations; determines application
of civil service laws, rules & procedures & collective bargaining contracts;
utilizes OAKS to analyze HCM data; identifies trends, produces related reports;
prepares & presents data analysis & reports to various levels of management
including senior leadership; identifies, researches & reports potential & actual
efficiency gains; develops & implements management tools to gauge effective-
ness of program utilization & areas for improvement; develops & implements
all aspects of project management associated with program evolution {(e.g.,
creates & manages timelines, assures milestones are met timely; provides re-
source/support reports; identifies and executes communication plan opportuni-
ties, completes risk assessment matrix, quality plan, etc.). Coordinates utiliza-
tion of ePerformance to include agency role-security & support for developing
& monitoring employee performance (e.g., provides tools, reports) & oversees
general use of ePerformance statewide; provides training to end users & serves
as liaison to assist agencies in utilization capabilities; develops & implements
succession planning program and provides direction/guidance to agencies
through workforce planning; provides direction/guidance to agencies on BI
standard reports (e.g., facilitates changes or creating new reports); monitors
statewide performance management trends to assist agencies with strategies
and/or provides tool/templates to improve processes and improve/sustain em-
ployee performance to ensure state agencies goals are effectively & efficiently
met in support of services provided to the citizens of the State of Ohio,

relations; (3) workforce planning; (4) super-
vision; (5) public relations; (6) human rela-
tions; (7) Ohio Civil service laws & rules
(e.g., Ohio revised Code, Ohio Administra-
tive Code)*; (8) human resources.

Skill in: (9) personal computer & related
software (e.g., Word, Excel, Access, Power-
Point, PeopleSoft™).

Ability to: (10) define problems, collect
data, establish facts & draw valid conclu-
stons; (11) use research methods in gather-
ing data; (12) use statistical analysis; (13}
prepare & deliver speeches to specialized
audiences; (14) gather, collate & classify
information about data, people or things;
(15) handle sensitive inquiries from general
public & outside agencies & departments;
(16) comprehend technical documentation;
(17) project management.
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JOB TITLE
Human Capital Management Manager

14

JOB CODE
64615

Develops effective measurements of program success; advises management
concerning policies & practices & their potential effects on organization-
al/enterprise effectiveness & efficiency; regularly reviews & recommends up-
dates to program policies & procedures for approval; manages release & up-
dates to advisor tools; develops a review schedule, conducts focus groups &/or
conducts research to stay abreast of current & sound professional practices;
identifies business needs & facilitates organizational changes via agency net-
works.

Manages special projects; provides ad hoc technical assistance to agency human
resources peers/partners & officials of state agencies & other divisions within
the department; performs related administrative duties: supervises maintenance
of records related to program activities; operates personal computer to type, log,
enter, access &/or generate correspondence &/or various reports; operates of-
fice equipment; responds to inquiries from agency personnel, employees &
general public via telephone, in-writing by email, &/or in-person at meetings,
conferences, &/or one-on-one sessions.

Knowledge ofi1, 2, 5, 6, 7*8
Skill in: 9
Ability to: 10, 11, 12, 13, 14, 15, 16, 17

Knowledge of:1, 2, 5, 6, 7%8
Skill in: 9
Ability to: 10, 11, 12, 13, 14, 15, 16, 17
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