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POSITION
DESCRIPTION

AGENCY/DEPT ID
Department of Administrative Services
DAS301610

DIISION OR INSTITUTION
Human Resources

UNIT OR OFFICE
Learning & Professional Development

COUNTY OF EMPLOYMENT
Franklin

v DJReclassification [ INew Position [ ] Update Position Hyperlinked to [
L s -
Agency Organizational Tree
o
% USUAL WORKING TITLE OF POSITION | POSITION NO. AND TITLE OF IMMEDIATE SUPERVISOR
z & 1 Training Administrator 20005812  Deputy Director
53 |[X] Permanent |[] Classified Overtime: [| Eligible [K Exempt Bargaining Unit
E 8 fL] Temporary
22 1] intermittent Unclassified | If FLSA Exempt, exemption type:
o FPage 1 of 2
NORMAL WORKING HOURS {Explain unusuat or rotating shift):
FROM: 8:00 a.m. TO: 5:00 p.m.
JOB DESCRIPTION AND WORKER CHARACTERISTICS
% Job Duties in Order of importance Knowledge, Skills & Abilities
45 | Directs & manages statewide implementation of multiple statewide Krowledge of (1) budgeting; (2) manage-
training programs (e.g., Professional Administrative Support Services | ment; (3} labor relations involving formal
(PASS I, {1, and I11), Ohio Certified Public Manager (OCPM) program, | bargairing & negotiation with organized
- Human Resources Academy (HRA), Exempt Professional Development | 12bor or management, labor conlict resolu-
° i . . . . tion; (4} workforce planning involving anal-
o Program (EPDP, Leadership, Project Management, e-Learning, Union T e .
[T} . . p . ysis of present staffing requirements & de-
@ Education Assistance Program), for the Office of Learning & Profes- termination of projected staffing patterns to
g sional Development (LPD) in Human Resources Division (HRD} of best utilize available human resources; (5)
£ Department of Administrative Services (DAS): supervises training pro- | human resource development: (6} supervi-
H] gram managers in delivery & development of statewide training pro- sion principles; (7) human relations; (8)
w O grams; develops section’s short & long-term goals & objectives to in- | agency & division policies & procedures™;
28 clude identification of action steps & timeline: develops work proce- Chapter 123 of Administrative Code, &
= % dures & manuals; develops & monitors section budget; ap- other federal &‘St?‘tc St?“‘{es- Al
g £ proves/authorizes expenditures; inspires, enables, coaches & mentors Skill in (g)romatmn of personal computer
” AR ) . . & use of office system software (¢.g., Word,
S program managers of statewide initiatives (e.g., Professional Adminis- o ‘
k=] : . hi ified Publi Excel, Access, Publisher, Internet).
o trative Support Services (PASS I, 11, and 1T}, Ohio Certified Public Ability to (10) deal with many variables &
< Manager (OCPM) program, Human Resources Academy (HRA), Ex- determine specific action; (11) caleuiate
o empt Professional Development Program (EPDP, Leadership, Project fractions, decimals & percentages; (12)
¢! g Management, e-Learning, Union Education Assistance Program), ad- interview job applicants effectively; (13)
= vises program managers & ensures program compliance with state & prepare meaningful, concise & accurate
= prog g prog P ) .
Q= federal law, administrative procedures, department & division policies, | reports; (14} proofread technical materials,
0 Office of Budget & Management rules, & labor agreements affecting TECOENIZE CTTOrs & make corrections; (]?)
e educational programs; formulates & coordinates implementation of use of proper research methods in gathering
—~ , w o : data; (16} develop complex reports & posi-
o program policies & procedures; directs program managers in develop- . - (17) gath Hate & classif
o t of program components, rules & regulations; establishes timelines tion papers: (17) gather, collate & classify
— ment o1 program ip s TUIES & 105 i ; information about data, people or things;
5 for implementation; assesses qualitative & quantitative effectiveness of | (18) establish friendly atmosphere as super-
e programs; establishes relationships with universities for training initia- visor of work unit,
é‘; fives; conducts project staff meetings to apprise program managers of
e goals, expectations & time constraints; attends conferences, seminars &
< meetings; responds to inguiries/complaints on behaif of Deputy Direc-
tor & recommends revisions in policies & procedures to aid in allevia-
w tion of problematic areas & issues of contention; supervises lower-level |
a .. o, \ o, c . developed after employment
O I~ training managers and staff; supervises, facilitates continuing career
O 0 development of assigned staff,
0 <
Qw
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List Position Numbers & Job Titles of Positions Direclly Supei- SIGNATURE OF AGENCY REPRESENTATIVE | DAT
vised: Training Prog Mgr: 20005836; 20005937, 20005928, AN
20005929; 20005830; 20005934, ’ //'W._ o %{ﬁf} )
Managementi Anal Supv 2: 20005931, o AV ‘ b
Office Asst 2; 20005926, Admin Asst 3: 20005932 / E R A ANV Zr/ TN, v &
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POSIT!ON AGENCY/DEPT ID

Depariment of Administrative Services

DESCRIPTION DAS301610

Human Resources

DIVISION OR INSTITUTION UNIT OR OFFICE COUNTY OF EMPLOYMENT

Learning & Professional Development Frarnkhin

PReclassification [ New Position [ ] Update Position Hyperlinked to
Agency Organizational Tree

O

USUAL WORKING TITLE OF POSITION
Training Administrator 20005812  Deputy Director

POSITION NO. AND TITLE OF IMMEDIATE SUPERVISOR

POSITION NUMBER
26005924

] Permanent | [ Classified Overtime: [_] Eligible Exempt Bargaining Unit
[] Temporary
(] Intermittent Unclassified | If FLSA Exempt, exemption type:
Page2 of 2

FROM:

NORMAL WORKING HOURS (Explain unusual or rotating shift):

8:00 a.m. TO: 5:00 p.m.

JOB DESCRIPTION AND WORKER CHARACTERISTICS

%

Job Duties in Order of Importance Knowledge, Skills & Abilities

tor.

JOB TITLE
Training Academv Proaram Director

25 | Ensures program support of DAS Learning & Professional Develop-

ment initiatives: reviews program manager’s assessments of customer
requirements & ensures they maintain on-geing contact with customers; | education.
supports establishment or maintenance of appropriate stakeholder Skilt in 9.
groups {e.g., Exempt Professional Development Program Advisory
Board, HRA Advisory Board, Urban & Rural University partnerships, municate ideas effectively.

30 | Responsibie for annual LPD budget: accountable for actions of staff in | Knowledge of 1, 2, 4, §, 6,
receipt & expenditure of state funds; oversees contract administration program evaluation.

by program managers; attends Controlling Board meetings; prepares & { Skilt in 9.

defends budget requests for section; determines funding & staffing re-
quired for effective administration of programs; proposes & justifies
new staff & budget requests; ensures that program managers measure
impact of educational programs on individuals, agencies, state govern-
ment & citizens of Ohio; reports outcomes achieved to Deputy Direc-

7, 8%, (20)

Ability to 11, 12, 14, 15, 16, 17, 18,

Knowledge of 2, 7, 8%, (21) marketing,
(22} adult learning theory (23) adult

Ability to 11, 14, 16, 17, 18, (24) com-

Q Enterprise of Ohio Colleges); serves on OCPM Advisory Board & ex-
é ecutive commitice; oversees marketfing strategies of promoting & in-
: creasing program utilization; performs other duties as required.
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List Position Numbers & Job Titles of Positions Directly Super- SIGNATURE OF AGENCY REPRESENTATIVE
vised: : Training Prog Mgr. 20005836; 20005937, 20005928, o

20005029; 20005930; 20005934; 5 ) Py
Management Anal Supv 2: 20005931; ;é %Ag@ 47 2 {fffégéﬁ/( )

Office Asst 2: 20005826; Admin Asst 3: 20005932
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