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%

Job Duties in Order of Importance

Knowledge, Skills & Abilities

45

JOB CODE TITLE
Senior Financial Analvst

Independently researches & analyzes complex service utilization and
billing information to resolve errors and modify usage and billing as
appropriate: researches & analyzes Ohio Department of Administration
(DAS), Office of Information Technology (OIT) customer service utili-
zation based on multiple service sources & compiles it with current data
creating billing files, uploads to the billing system & upon verification
to the Ohio Administrative Knowledge System (OAKS); resolves errors
based on validation of OIT customer service utilization, creates adjust-
ment files prior to upload to the billing system by Information Technol-
ogy Services (ITS) Application staff for adjustments, & verifies those
adjustments properly reflect the intended outcomes in the billing system
& as entered in OAKS by DAS Finance; reviews Memorandum of Un-
derstandings (MOUs) & contracts to ensure proper service & invoicing
compliance with each agreement, & creates billing files using multiple
financial systems ensure the information is appropriately validated,
documented, & processed by the DAS Finance Office.

Knowledge of (1) business administra-
tion; (2) accounting principles & prac-
tices; (3) applicable state & Federal
laws, rules & regulations governing
fiscal operations*; (4) business office
functions {(e.g., purchasing, asset man-
agement, billing); (5) standardized fi-
nancial reporting; (6) COGNOS report
generation*; {7) OAKS Financial mod-
ule*.

Skill in (8) operation of personal com-
puter & associated hardware/software;
(9) advanced functions of MS Excel
(e.g., ifthen statements; linking work-
sheets; writing formulas, pivot tables);
Ability to (10) deal with large number
of fiscal variables & determine specific
course of action; (11) apply accounting
principles to solve practical everyday
problems; (12) preserve & maintain
accurate historical records for future
analysis & audit tracking purposes; (13)
work independently & within a group
environment; {14) use proper research
methods to gather & collate data; (15)
communicate in written & oral form,
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Synthesizes data from multiple financial sources to create re-
ports/presentations for internal/external stakeholders: independently
manages the timely collection and validation of OIT service utilization
data of multiple service sources; verifies OIT service utilization data,
checks for errors, ensures the data is modified and corrected by the ser-
vice program if there are discrepancies; validates data across time inter-
vals and multiple sources, requests the ITS application staff create a file
for upload to OAKS, performs final verification of the file and approves
ITS staff upload to OAKS,; creates multiple trend reports to analyze,
formulate, and verifying the OIT service utilization and billing data
requiring creation of complex excel spreadsheets using pivot tables,
logical Excel statements, graphs, conditional formatting and other excel
functions; creates ad-Hoc reports (e.g., reports that support billing of-
fice management & service areas).

Serves as liaison with OIT Customers (e.g., State agencies, boards,
commissions, & local governmental entities) to troubleshoot any finan-
cial issues, questions & communications: researches customer discrep-
ancies/complaints using multiple financial systems including: OAKS,
OIT Service Usage & Accounting Manager, & Telecommunications
Automated Phone System (TAPS) as well as contracts & MOUs; makes
collection efforts to ensure all OIT costs are fully recovered; assigns
accounting information to new & existing customers & relays that in-
formation to service managers; maintains customer account information
& accounting data in the billing system; manages access to the billing
system database for customers.

Performs other related duties as requires: provides ongoeing training
both formally & informally to customer agency staff on OIT billing
procedures; meets with program areas & OIT management to suggest
process improvement & functionality improvements; maintains data
dictionary for billing system & cross references materials for internat
staff & customers.

Knowledge of 1; 2; 3%; 4; 5; 6%; 7*;
Skill in 8; 9;
Ability to 10; 11; 13-15.

Knowledge of 1; 2; 3%; 4; 5; 7%;
Skill in 8;
Ability to 10; 11; 13-15,

Knowledge of 1; 2; 3%; 4, §;
Skillin 8;
Ability to 10; 11; 13-15.
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