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4 U

project and new functionality deployment, responsibilities include career devel-
opment, performance management and pay determination and comtmunication,
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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
25 | Advises QAKS leadership and/or Agency business executives at the highest Knowledge of (1) computer science; {2}
levels about the project portfolio, status and resource planning for delivering project management life cycle methodolo-
strategic business Initiatives. Plans, directs, and ensures the successful man- gies, techniques & tools; (3) computer
agement of designed business solutions utilizing the complete resources of the hardware & software; (4) time management;
PMO Office and assigned project management teams. Provides technical assis- | (5) budgeting; {6) risk assessment; (7) con-
tance in identifying, evaluating and developing methods and procedures that are | tract management processes & practices; (8)
n efficient, t effective and meet good business practice. Maintains excellent state procurement processes*; (9) People-
o communication with upper management both within and across organizations to | Soft application; (11) supervision.
g ensure smooth running of all projects undertaken by team. Responsible for lead- | Skill in (12} eperation of personal computer
S ing PMQ in a mature and organization-focused manner, providing help where & associated hardware & software; (13) use
g necessary to project a professional image. Has expert experience in Project/ of project planning software {e.g., MS
= Program Management and able to lead in the coaching and mentering of team Project Server).
E & membets to help them achieve individual expectations and deliverables. As- Ability to (14) manage multiple demands or
=i sesses resource loads and makes appropriate individual assignments. Act as tasks on projects; (15) define problems,
=~ Liaison and provide leadership for team and area of responsibility. Provide collect data, establish facts & draw valid
g 'E leadership, direction and coaching on project specific tasks as well as individual | conclusions; (16) communicate effeciively
C R professional development. Ability to see, account for, and coach others in the { orally & in writing with diverse groups; (17)
: g “big picture™ as well as the details and to be able to tie initiatives to State/ review & evaluate project progress; {18)
o s Agency Goals. Allocates appropriate resources to ensure that projects, en- write concise & accurate reports; (19) crea-
i hancements and support isfare completed within committed time, scope and tion and support of standards, processes and
E budget. Ensure coverage of all areas of expertise necessary to support. Create procedures necessary to produce the delive-
; and maintain staffing plan to support the current and future work demands and rables from the team and to work effectively
@ project deliverables. Ensures functionality is integrated with other applications. | with the other teams; {20) establish and
z Develop Project Management support policies, standards and procedures. In- nurture positive relationships with and cus-
‘A itiates and implements new technologies, methodologies, process and proce- tomer organizations; (21) demonstrates the
p"'_.'.: dures that wilt support Company Long and short term goals. In addition to ability to adapt to and lead, changs, and

coach others in the acceptance and support
of change; (22) ability to coach the team to
initiate and present the right questions to
gain insight into the business issues and
needed resolutions; (23) provide ongoing
reconciliation between long-term goals and
short-term actions; (24) take ownership and
delivery responsibility for special projects
and company initiatives; (23) presents in-
formation on projects, initiatives or other

*Developed after employment,
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%

Job Duties in Order of Importance

Knowledge, Skills & Abilities

25

JOB CODE TITLE
Business Transformation Program Manager

40

Utilizes knowledge of business transformation, organizational design &/or
process reengineering in order to administer all phases of Ohio Administrative
Knowledge System (i.e., OAKS running on PeopleSoft application) business
transformation prejects: manages team of Senior Business Transformation
Analysts & Project Managers responsible for developing & implementing state
policies & procedures regarding incorporation of Financial, Procurement, Pay-
roll, Time & Labor & Human Capital Management requirements statewide;
provides leadership & assistance to central business owners & operations staff
during one, multiple or all phases of assigned business transformation project
initiatives & acts for & on behalf of deputy director regarding assigned projects;
works closely with management to establish & maintain project governance
framework, policies & procedures to be used by all initiatives (e.g., standards
for project planning, monitoring, status reporting); prepares budget & maintains
fiscal controls; develops long-range plans for PMQ); resolves most difficult &
complex administrative problems; acts on behalf of deputy director, during
absences; supervises lower-level staff (e.g., approves time & atiendance; com-
pletes performance evaluations; sets goals; recommends hiring, promotion,
demotion, dismissal, suspension or discipline; determines staffing levels); men-
tors project managers to broaden their understanding of advanced project man-
agement, business & information technology concepts, increasing their ability
to handle increasingly complex projects; manages career development of team
members.

Manages QAKS projects assigned to PMO: manages all projects relating to
producing & incorporating new modules, upgrades, &/or bolt-on applications
that interface with OAKS; works directly with agency executives & organiza-
tions responsible for service & product delivery; sets objectives & goals; breaks
down work into process steps; oversees development of appropriate project
plans; develops business cases; manages scope, delivers milestones, collects &
analyzes other project metrics to manage initiatives & drive accountability.

subjects to peers, teams and upper manage-
ment; (26) provide ongoing reconciliation
between long-term goals and short-term
actions; (27) assumes a leadership role in
educating the business and technical com-
munity on project and program management
processes and areas of expertise.

Knowledge of 1, 2, 3,4, 5,6, 7, 8%, 9, 10,
19,20, 21

Skillin 11, 12

Ability to 14, 15, 16, 17, 18, 19, 20, 21, 22,
23,24, 25, 26,27

Knowledge of 1,2, 3,4,5,6,7, 8% 9, 10,
19,20, 21

Skillin 11, 12

Ability to 14, 15, 16, 17, 18, 19, 20, 21, 22,
23, 24, 25, 26, 27

*Developed after employment.
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JOB CODE TITLE
Business Transformation Program Manager

10 | Performs other related duties as required: serves as OAKS representative for
projects in public forums; attends conferences & seminars; attends senior staff’
meetings; makes project presentations to organizations, agencies, executive
management, public & private groups.

19, 20, 21
Skill in 11, 12

23,24, 25,26, 27

Knowledge of 1, 2,3, 4, 5,6, 7, 8%, 9, 10,

Ability to 14, 13, 16, 17, 18, 19, 20, 21, 22,
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