POSITION

AGENCY/DEPTID
Department of Administrative Services

as g5 1.

JOB COD
66562

pliance with program goals & collective bargaining agreements for the
Department of Administrative Services (DAS), Pay Fiscal; receives,
analyzes & approves applications for reimbursement for expenses asso-
ciated with employee professional development programs; responds to
inquiries & complaiots from general public, internal & external cus-
tomers, state employees, union & management representatives on pro-
fessional development funds by independently answering questions &
inquiries regarding, policies, procedures, enrollment status in person, by
telephone or in writing; uses personal computer to design, write & pre-
pare written materials (e.g. correspondence, payment requests) & calcu-
late reimbursement amounts; cnters data into database; performs
searches in (OAKS) Financial (FIN) & Human Capital Management
(HCM); tracks (EPDP & EEA) usage to ensure compliance with pro-
gram guidelines; creates repor(s; processes various other documents
(e.g. applications; financial documents including invoices, reissued
checks & reimbursement requests) & maintains database; resolves
complex invoice payment problems; serves as a liaison to the Office of
Finance, other state agencies & unions; attends meetings regarding pro-
fessional development programs; produces program marketing materi-
als.

DESCRIPTION
DIVISION OR INSTITUTICN UNIT OR OFFICE COUNTY OF EMPLOYMENT
Human Resource Division Pay Fiscal Franklin
L
_ L RN o
o« XReclassification [ INew Position [] Update Position Hyperlinked o []
] Agency Organizational Tree
§ USUAL WORKING TITLE OF POSITION POSITION NO. AND TITLE OF IMMEDIATE SUPERVISCR
=2 Financial-Analyst See Table of Organization
$8 [ Permanent Classified Overtime: [X] Eligble [ ] Exempt ‘Bargaining Unit 14
Eg | LI Temporary PR 30
8 & 1 Intermittent | [ Unclassified | If FLSA Exempt, exemption type:
o Page 1 of 2
NORMAL WORKING HOURS (Explain unusual or rotating shift):
FROM: 8:00 a.m. TO: 5:00 p.m.
JOB DESCRIPTION AND WORKER CHARACTERISTICS
Yo Job Duties in Order of Importance Knowledge, Skills & Abilities
50 | Works under general direction of Department of Administrative Ser- | Knowledge of (1) business &/or public
vices (DAS), Human Resource Division (HRD), Pay Fiscal Unit to ex- | administration; (2) accounting princi-
amine, &/or analyze accounting records, financial statements, or other | ples & practices; (3} applicable state &
financial reports (o assess accuracy, completeness & conformance to | Federal laws, rules & regulations gov-
reporting & procedural standards: Provides fiscal & tracking support of | erning fiscal operations*; (4) Peo-
exempt professional development funds (EPDP) & bargaining unit pro--| pleSoft web-based application (e.g.,
fessional developments funds (EEA); generates queries from Ohio Ad- | HCM & FIN); (5) agency policies &
ministrative Knowledge System (OAKS) PeopleSoft Human Capital | procedures®,
E Management (HCM); reconciles EDF funds bi-weekly, monthly & an- | Skill in (6) use of personal computer &
w E nually; works with other departments to develop fiscal year EDF ap- | associated hardware/software (e.g., MS
B < propriations; monitors budget & appropriation, reports findings to Of- | Office Suite, OAKS¥).
& fice of Collective Bargaining (OCB); relieves manager of routine ad- { Ability to (7) deal with large number of
8 % ministrative duties & maintain programs & provide for program expan- | fiscal variables & determine specific
= uE. sion of: (EPDP & EEA), (i.e. OSTA, 1199, CEA, FOP); ensures com- | course of action; (8) apply accounting

principles to solve practical everyday
problems; (9) preserve & maintain ac-
curate historical records for future anal-
ysis & audit tracking purposes; (10)
work independently & within a group
environment; (11} use proper research
methods to gather & collate data (12)
communicate verbally & in writing on
technical & non-technical matters; (13)
define problems, collect data, & draw
valid conclusion; (14) cooperate with
co-workers on group projects.
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DESCRIPTION DAS301000
DIVISION QR INSTITUTION UNIT OR OFFICE COUNTY OF EMPLOYMENT
Human Resources Division Pay Fiscal Franklin
___ e
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Zg Fimarncial Aratyst — See Table-of Organization
33 Permanent Classified Overtime: [X] Eligible [] Exempt | Bargaining Unit 14
£ J[J] Temporary PR 30
g ] | Intermittent | [] Unclassified | If FLSA Exempt, exemption type:
a Page 2 of 2
NORMAL WORKING HOURS (Explain unusual 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
25 Processes supplemental payments to State Teacher Retirement System | Knowledge of 1.2, 3%, 4, 5*
(STRS) and Ohio Public Employees Retirement System (OPERS); pro- | Skill in6
cesses settlement agreements and retro payments; performs school dis- Ability to 7, 8,9, 10, 11, 12, 13, 14.
tricts reporting & reconciliation process for each pay cycle, then up-
loads to a csv file to the Ohio Business Gateway application on the
Dept. of Taxation website. Performs a reconciliation of the OPERS
deduction report to the OPERS DAT file prior to loading into OPERS
ECS;
k7]
w %’ 10 | Prepares single payment vouchers to vendors; performs other related | Knowiedge of 1,2, 3%, 4, 5%,
= payroll accounting functions; requests funds & posts supplemental re- | Skill in 6
= I tirement to payroll; receives, logs, copies & deposits all health insur- | Ability to 7, 8,9, 10, 11, 12, 13, 14,
8 2 ance direct pays & reimbursements; deposits & reissues payments (o
=N employees, vendors & courts; creates & solves help desk tickets,
i OPERS deductions; runs vendor reports & mails to vendor.

Provides information & explains statewide EDE program to customers;
represents agency at educational fairs; solicits & receives feedback
from customer agencies regarding effectiveness of program; analyzes
feedback & makes necessary changes to ensure customer satisfaction;
maintains procedural manuals; maintains inventory of program re-
sources, necessary forms & promotional materials; responsible for rec-
ords retention (e.g. retention schedule, packing boxes for storage &
retrieving stored files);

Serves as back up to other Financial Analysts within Pay Fiscal Unit to
include (e.g., assists in reconciling payroll vendor payments from HCM
to Financial Module (FIN) for four different pay cycles to verify vendor
payments; Processes special payments to four retirement systems for
transfers between retirement systems & supplemental payments for
employee settlements; perform other duties as assigned.

Knowledge of 1,2, 3%, 5%,
Skill in 6
Ability i0 9, 10, 11, 12, 13, 14

Knowledge of 1, 3%, 4, 5%,
Skill in 6
Ability to 7, 8, 9, 10, 11, 12, 13, 14.
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