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JOB DESCRIPTION AND WORKER CHARACTERISTICS
% Job Duties in Order of Importance Knowledge, Skills & Abilities
55 | On behalf of the Department of Administrative Services (DAS), Human | Knowledge of: (1) oral & written

Resource Division (HRD) serves as a program manager for the Learn It
Ohio Program: responsible for developing &/or presenting instructions
to internal & external customers on how to utilize the Skill Soft pro-
gram within the Learn It Ohio program; responsible for implementing
& administering updates of the E-Learning Program for all eligible state
of Ohio employees (e.g., instructional lead courses, books, videos, etc.);
implements policies & procedures (e.g., Learn It Ohio); plans, devel-
ops, directs & implements marketing & public relations for program;
develops strategies to market, expand & implement programs, selects &
approves all marketing & public relations materials (e.g., course cata-
logs, program marketing materials, multi-media presentations, news
rcleases & other promotional activities for programs); plans & manages
conferences & events to promote program; maintains the database for
the Skill Soft software, as well as troubleshoots issues for customers;
works to develop new users & course work updates for certification
programs & degree development; makes recommendations to adminis-
trator regarding program needs & improvements (e.g., expanding librar-
ies to existing menu & proposing &/or creating new Skill Soft learning
programs); serves as a liaison with program vendor (e.g., attends meet-
ing, conference calls & initiates discussions as needed); reviews & ap-
proves vendor invoices; provides staff support; provides support to
other OLPD training programs (including, but not limited to: designing
& developing curriculum, facilitating classes, evaluating & marketing);

communication tools & techniques; (2)
customer support & personal service;
(3) agency policies & procedures®; (4)
methods & approaches for shar-
ing/distributing information through the
use of IT assets; (5) training & organi-
zational development; (6) adult learning
techniques; (7) program/project man-
agemenl.

Skill in: (8) operating computer & other
electronic equipment needed for train-
ing purposes; (9) reading comprehen-
sion; (10) PowerPoint presentations;
(11) time management; (12) facilitating
meetings; (13) troubleshooting; (14)
critical thinking.

Ability to: (15) define problems; (16)
collect data; (17) establish facts and
draw valid conclusions; (18) prepare
meaningful, accurate and concise re-
ports; (19) prepare budgets & monitor
expenditures; (20) communicate effec-
tively with agency liaisons, vendors,
customers & general public; (21) man-
age multiple demands or tasks on pro-
jects; (22) gather customer feedback.
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FROM: 8:00 a.m. TO: 5:00 p.m.

JOB DESCRIPTION AND WORKER CHARACTERISTICS
% Job Duties in Order of Importance Knowledge, Skills & Abilities
35 | Responsible for updating & providing improvement of all material re- Knowledge of: 1-7

10

lating to the E-Learning Site (e.g., course catalog, My Plan, My Pro-
gress, InGenius, book24/7 & the SkillPort Platform); assist in develop-
ing agency work groups to assist assigned teams in conjunction with
Skillsoft new course development & creating/designing updated course
work for job enhancement/certification programs; responsible for de-
veloping & sending out email notifications/surveys to participants, as
well as monitoring system performance feedback; makes recommenda-
tions for process improvement & needs of E-Learning site; maintains
user access databases for other Research & Advisory services & pro-
vides customer support as necessary.

Attends seminars & conferences to keep abreast of trends in training &
development field; acts as a public speaker, trainer or facilitator; ¢on-
ducts research & identifies useful emerging strategies to benchmark
progress of training programs; gathers related research to assist admin-
istrator; performs other related duties as assigned; tracks training met-
rics (e.g., quarterly report) & prepares reports as requested by adminis-
trator regarding impact of training programs to the organization.

Skill in: 8-14
Ability to: 15-22

Knowledge of: 1-3, 5-7
Skillin: 8, 11, 14
Ability to: 20-22
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