POSITION
DESCRIPTION

AGENCY/DEPT ID
Department of Administrative Services
DAS103000

DIVISION OR INSTITUTION
Office of Collective Bargaining

UNIT OR OFFICE
Policy & Administration

COUNTY CF EMPLOYMENT
Franklin

JOB CODE TITLE
Administrative Professional 4

30

APD 562 v

relieve the Deputy Director of the Office of Collective Bargaining and
the Policy Administrator; Acts as liaison between the Deputy Director,
Policy Administrator and other DAS management, state government,
and private sector employees; receives and responds to correspondence
involving requests for general or specific information; transmits direc-
tives; represents the Deputy Director or Policy Administrator at meet-
ings; researches and creates correspondence for the Deputy Director or
Policy Administrator’s signature; monitors the status of projects, issues,
and initiatives; receives direction and takes appropriate action as war-
ranted; reviews and edits documentation to facilitate the Deputy Direc-
tor or Policy Administrator’s approval process (e.g. correspondence,
reports, etc.); coordinates with departmental offices on special projects
and events; provides non-routine administrative support and inde-
pendently formulates decisions involving non-legal interpretation of
agency policies & procedures in order to resolve issues on behalf of
Policy Administrator.

Screens calls, schedules appointments and maintains calendars for the
Deputy Director and Policy Administrator. Maintains contact lists for
the Deputy Director and Policy Administrator. Sends correspondence
to statewide e-mail lists; reviews such correspondence for consistency
and clarity. Makes travel arrangements; prepares for meetings, pre-
pares agendas, and takes minutes. Coordinates division meetings, lead-
ership meetings, and labor relations advisory council meetings. Inde-
pendently responds to inquiries from personnel within DAS, other state

Position is in unclassified service per 4117.10(D) of Ohio Revised
Code & is overtime exempt.
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NCRMAL WORKING HOURS (Explain unusual or rotating shift):
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JOB DESCRIPTION AND WORKER CHARACTERISTICS
% Job Duties in Order of Importance Knowledge, Skills & Abilities
45 | Independently initiates a variety of difficult administrative actions to Knowledge of (1) public relations; (2)

office practices & procedures; (3) agen-
cy policies & procedures (e.g., work
rules, work deadlines, directives);* (4)
government structure & process®,

Skill in (5) operation of a personal
computer & related software (e.g., MS
Word, Excel, PowerPoint).

Ability to (6) interpret a variety of in-
structions in written, oral, picture or
schedule form; (7) define problems,
collect data, establish facts, draw valid
conclusions, & initiate solutions; (8)
gather, collate & classify information
about data, people or things; (9) write
standard business correspondence, re-
ports, memorandums & like documents
(10) handle routine & sensitive tele-
phone, written & face-to-face contacts
with employees, general public, private
& government officials.
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NORMAL WORKING HOURS (Explain unusual or rotating shift):
FROM; B:00 a.m. TO: 5:00 p.m.
JOB DESCRIPTION AND WORKER CHARACTERISTICS
% Job Duties in Order of Imporiance Knowledge, Skills & Abilities
agencies, and the general public, on routine and non-routine topics (e.g.
project details, policies, and procedures); prepares written correspond-
ence for Deputy Director and Policy Administrator as needed; assists
the Deputy Director and Policy Administrator and staff in various non-
routine administrative responsibilities; independently makes decisions
involving non-legal interpretation of directives to resolve specific prob-
- lems; prepares reports and correspondence of most confidential nature
~ (e.g., collective bargaining management strate gi.es, proposed manage-
£ ment strategies, proposed statewide policy positions).
W
w5 & | 20 | Handles inquiries made to the Policy voicemail and e-mail; researches | Knowledge of 1,2, 3%, 4.
= and responds to general inquiries; forwards specific inquiries to appro- Sk]_Il_ n 3.
E % priate Policy staff. Coordinates and compiles information for OCB Ability to 6, 7, 8, 9, 10.
g & submission to DAS Annual Report and other publications.
=
[
;’ 2 [ 5 | Under direction of the Deputy Director of OCB, maintains records re- | Knowledge of 1, 3*, 4, (11) agency
Q £ tention schedule. Performs other related duties as assigned. retention schedule procedure*
£ Skill in 5.
« Ability to 6, 7, 8, 9, 10.
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