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ing inquiries: assists Policy Administrator and/or Policy Analysts in
responding to agency inquiries; performs other duties as assigned by
Policy Administrator or Policy Analysts.
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JOB DESCRIPTION AND WORKER CHARACTERISTICS
% Job Duties in Order of Importance Knowledge, Skills & Abllities
40 "] Performs legal research on specific issues for the DAS HRD/QCB Poli- | Knowledge of (1) Ohio Revised Code
cy Administrator and Policy Analysts{e.g., researches unfair fabor prac- | Chapters 4117 & Ohio Administrative
tices &civil service laws and rules): reviews & analyzes unfair labor Code 123, 124%*; (2) public/human rela-
practice charges; contacts agency representatives to obtain infor- ticns; (3) agency policies & proce-
mation/documentation to support employer’s position on unfair labor dures*; (4) Ohio labor, civil service
practice charges; prepares various information & responses (e.g., gath- | law; arbitration/mediation & labor rela-
ers facts & documents, writes responses to unfajr labor practice charg- { tions practices*.
es); reads, reviews & summarizes arbitration awards; performs a variety | Skill in (5} operation of personal com-
of legal research (¢ g. researches State Employment Relations Board puter & related sofiware using Mi-
w E opinions and employment law issues), prepares memoranda for Policy | crosoft Office.
E’ = Administrator and Policy Analysts & performs various special projects | Ability to (6) deal with problems in-
I > as assigned. volving several variables in familiar
g o context; (7) gather, collate & classify
=2 information about daia, people or
S things.
35 ] Performs variety of duties related to researching topics for arbitrations | Knowledge of 1%, 43
& mediations, writing briefs & closing arguments: assists advocates in | Skill in 5.
preparing material and documents for arbitration. Ability to 6, 7.
25 | Contacts public agencies &/or other state government eniities answer- Knowledge of 1*, 2, 3*

Skill in 5.
Ability te 6, 7.

Must be enrolled & attending an ac-
credited law school (excluding nor-
mal breaks).
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