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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

20 | Under direction of Deputy Director, plans, directs & manages daily
functions of Equal Opportunity Division’s (EOD’s) AA/EEQ, Construc-
tion Compliance, Minority Business Enterprise/Encouraging Diversity,
Growth & Equity, and MLK, Jr. Commission work units: develops &
composes comprehensive performance reports & recommendations, as
directed by Deputy Director; composes & establishes policies & proce-
dures to improve efficiency & effectiveness of divisional work units
(e.g., creates goals & objectives, reviews & analyzes progress in ac-
complishing its program’s goals & objectives); supervises assigned staff
(e.g.. trains & directs divisional managers & other assigned staff on
program initiatives & responsibilities, approves leave & payable time,
creates & administers performance evaluations).

JOB CODE TITLE
Administrative Officer 3

20 | Performs analyses, prepares & presents summaries in order to support
major program units of EOD (e.g., AA/EEO, MBE/EDGE, Construction
Compliance, MLK, Jr. Commission): develops programs for statistical
collection & analysis (e.g., determines appropriate sampling methodol-
ogies, oversees & participates in development of forms, oversees &
participates in choosing analytical approaches); reviews & does com-
plex analysis of statistical data (e.g., central tendencies, multiple regres-
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Knowledge of (1) public or business ad-
ministration; (2) statistics; (3) supervisory
principles & techniques; (4) Minority
Business Enterprise, Affirmative Ac-
tion/EEO & Construction Compliance
issues; (5) customer service techniques;
(6) management; (7) law & rules govern-
ing EEQ; (8) civil service & collective
bargaining laws, rules & regulations (e.g.,
ORC, OACQ); (9) project management;
(10) workforce planning; (11) employee
training & development .

Skill in (12) operation of personal com-
puter & associated hardware/software
(e.g., Microsoft Office Suite); (13) calcu-
lator.

Ability to (14) define problems, collect
data, establish facts & draw valid conclu-
sions; (15) handle sensitive customer in-
quiries & contacts with general public &
government officials; (16) deal with many
variables & determine specific action;
(17) develop complex reports & position
papers; (18) establish friendly employ-
ment & customer-oriented environment
within division.

Knowledge of 1, 2,4,5,7,8,9

Skill in 12, 13

Ability to 14, 15, 16, 17, (19) use proper
research methods in gathering data; (20)
interpret extensive variety of technical
material in books, journals, & manuals;
(21) work independently.

See Table of Organization

g sion); interprets complex analytical approaches; designs evaluation tools 4
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piles reports, charts, tables or graphs that describe & interpret findings
of analyses (e.g., monthly, quarterly & yearly MBE & EDGE; work-
force & Construction project compliance, statewide EEO complaint
system, ad hoc reports); confers with EEO Program Managers to coor-
dinate activities associated with reporting requirements; maintains rec-
ords & checks source data to verify completeness & accuracy.

Acts as unit supervisor over lower level EEO staff of statewide Con-
struction Compliance unit: formulates & directs implementation of
relevant state laws & Gubernatorial Executive Orders concerning
statewide Construction Compliance program; assigns & monitors pro-
cessing of all applications for certification/recertification & all compli-
ance reviews within Construction Compliance program; manages Af-
firmative Action Program Verification (AAPV) process & approves
compliant affirmative action plans; recommends strategies for devel-
opment & implementation of tracking systems; advises & consults with
staff on training state agencies, commissions, & state colleges & uni-
versities on how to monitor compliance with Ohio’s mandates for equal
opportunity for all state & state assisted construction projects.

Responds to inquiries from state government officials, state representa-
tives, business owners, state employees & other interested parties by e-
mail, telephone, in writing & in person concerning divisional program-
ming initiatives: resolves complaints impacting division operations;

explains divisional policies & procedures to general public, as needed.

Directs & oversees fiscal program activities: works in conjunction with
Office of Finanace to compose EOD’s bi-annual budget & annual al-
lotment documents/files; monitors divisional budget status on an ongo-
ing basis; recommends & institutes personnel & budgetary changes as
directed by Deputy Direclor.

This position is unclassified per Section 124.11 (A) (9) of the Ohio Re-
vised Code.

Knowledge of 1,2, 4, 5,7, 8, 10, 11; (22)
construction compliance program stand-
ards; (23) construction trades & industry.
Skill in 12, 13

Ability to 14, 15, 16, 17, 18, (24) prepare
& deliver presentations & speeches before
specialized audiences & general public.

Knowledge of 1, 3,4,6,7, 11
Skill in 12
Ability to 14, 15, 16, 17

Knowledge of 1, (23) budgeting.

Skill in 12

Ability to 14, 16, 17, (24) calculate frac-
tions, decimals & percentages.

*developed after employment.

JOB CODE

List Position Numbers & Job Titles of Positions Directly Supervised:

See Table of Organization

NCY REPRESENTATIVE

DATE
a[a 15

ADM 4107 R 10-08

An Equal Opportunity Employer




