POSITION
DESCRIPTION

AGENCY/DEPT ID
Administrative Services
DAS301805

- DIVISION OR INSTITUTION
Human Resources

UNIT OR OFFICE
Workforce Administration

COUNTY OF EMPLOYMENT
Franklin

POSITION NUMBER
20005917

| Manaagement Manaaer

JOB TITLE

W 7. Y. /3 ﬁz/@ Human Capita

JOB CODE

Reclassification

[ INew Position [ ] update

O

Agency Organizational Tree

Position Hyperlinked to

USUAL WORKING TITLE OF POSITION
HCM Manager

POSITION NO. AND TITLE OF IMMEDIATE SUPERVISOR
20005834 Human Capital Management Administrator 2

X Permanent

[1 Temporary
[] Intermittent

™ Classified

[ Unclassified | If FLSA Exempt, exemption type:

Overtime: [ ] Eligible - Exempt

Bargaining Unit

Page 1 of 2

NORMAL WORKING HOURS (Explain unusual or rotating shift):

64615

FROM: 8:00 a.m. TO: 5.00 p.m.
JOB DESCRIPTION AND WORKER CHARACTERISTICS
% Job Duties in Order of Importance Knowledge, Skills & Abilities
40 | Serves on behalf of the Department of Administrative Services Knowledge of: (1) management, (2)

(DAS) Human Resources Division (HRD) as the statewide man-
ager of Performance Management, including ePerformance, gap
analysis and succession planning; conveys statewide objectives
in accordance with the Office of Workforce Administration’s
(WFA) strategic plan (NOTE: ePerformance is a module within
the Ohio Administrative Knowledge System (OAKS), a modified
version of PeopleSoft) and Ohio Revised Code (ORC) 124.15
and Ohio Administrative Code (CAC) 123:1-29-01 to 123:1-29-
03; researches & recommends direction and/or alternatives to
support enterprise-level business needs; leverages employee per-
formance to ensure state agencies goals are effectively and effi-
ciently met in support of services provided to the citizens of the
State of Ohio; develops & implements all aspects of project man-
agement associated with program evolution (e.g., creates and
manages timelines, assures milestones are met timely; provides
resource/support reports; identifies and executes communication
plan opportunities, completes risk assessment matrix, quality
plan, etc.); develops effective measurements of program success;
serves as consultant to agencies designing & refining processes
& procedures; advises management concerning policies & prac-
tices & their potential effects on organizational effectiveness &
efficiency; regularly reviews and recommends updates to pro-
gram policies and procedures for approval, manages release and
updates to advisor tools (e.g., statewide competency bank, rating
scales, behavioral anchors, development tips, standardized goals
& objectives, result writer, language checker); develops a review
schedule, conducts focus groups &/or conducts research to stay
abreast of current & sound professional practices; identifies busi-
ness needs & facilitates organizational changes via agency net-
works.

labor relations, (3) workforce plan-
ning, (4) supervision (5) public rela-
tions, (6) human relations, (7) Ohio
civil service laws & rules (e.g., Ohio
Revised Code, Ohio Administrative
Code)* (8) human resources.

Skill in: (9) personal computer &
related software (e.g., Word, Excel,
Access, PowerPoint, PeopleSoft*)
Ability to: (10) define problems,
collect data, establish facts & draw
valid conclusions, (11) use research
methods in gathering data, (12) use
statistical analysis, (13) prepare &
deliver speeches to specialized audi-
ences, (14) gather, collate & classify
information about data, people or
things, (15) handle sensitive in-
quires from general public & out-
side agencies & departments, (16)
comprehend technical documenta-
tion. (17) project management -

*developed after employment

List Position Numbers & Job Titles of Positions Directly Super-

vised:

20005906 HCM Sr. Analyst
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40 | Leverages professionally sound statistical methods & applica- Knowledge of: 1,2, 3,4, 5,6, 7%, 8.
tions to identify and evaluate enterprise trends (e.g., performance [ Skill in: 9. .

ratings, template usage, step-denial, competency application, Ability to: 10, 11, 12, 13, 14, 15, 16,
etc.); communicates with agencies to calibrate ratings; recom- 17

mends need for standard/ad hoc reports for statewide or agency -
use in Business Intelligence (BI) Performance Mart (e.g., uses
computer to enter, access or retrieve data, use relational database
software, uses spreadsheet software, uses desktop publishing
software). Writes and delivers reports on research findings &
implications to suggest potential changes in organizational func-
tioning; aligns resources with long-term enterprise objectives;
analyzes data to identify enterprise talent gaps; identifies core
competencies and technical competency requirements; deter-
mines talents needed and assists agencies with succession plan-
ning needs; identifies pools of talent and communicates with
agencies and other program areas in WFA collaboratively..

JOB TITLE
Human Capital Management Manaaer

20 | Performs related administrative duties: oversees maintenance of .
records related to section activities; operates office equipment quwrledge of: 4,7%.
(e.g., scanner, photocopier, shredder); responds in professional & Sk[}l. in: 9.
customer-focused manner when answering telephone &/or re- Ability to: 14, 15.
sponding to inquiries from agency personnel, employees & gen-
eral public via telephone, in-writing by email, and/or in-person at
meetings, conferences, and/or one-on-one sessions.
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