POSITION

AGENCY/DEPT ID
Department of Administrative Services
DAS103000

DESCRIPTION

DIVISION OR INSTITUTION
Office of Collective Bargaining

UNIT OR OFFICE
Analysis & Operations

COUNTY OF EMPLOYMENT
Frankiin
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JOB CODE TITLE
Labor Relations Administrator 2

30
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Serves as Manager of Analysis and Operations for the Office of Collec-
five Bargaining (OCB): develops and implements policies & procedures
e.g., . e.g. Statistics , Analysis and Electronic Grievance Filing); respon-
sible for review OCB fiscal activities (e.g., e.g. Allotments, Rate changes
L cash balances). Supervises Analysis & Operations Unit staff (e.g.,
ppproves leave & time reports, administers

Furnishes information to unions & management for negotiation activi-
ties (e.g., demographic & wage information about bargaining unit em-
ployees); acts as liaison & gathers information from other states &/or
interstate organizations (e.g., NASDER) for information requests in
reference to state of Ohio’s employment process. Services as liaison to
Office of Budget & Management & Joint Health Care Committee.

Position is in unclassified service per 4117.10(D) of Ohio Revised
Code & is overtime exempt.

Knowledge of: (1) budgeting; (2) ac-
counting; (3) management (4) supetvi-
sion; (5} government structure & pro-
cess involving fegislation; (6) DAS
agency policies & procedures*; (7) pay-
roll systems; (8) IBM mainframe, LAN.
Skill in (9) operation of personal com-
puter & associated software (e.g. Mi-
crosoft Office).

Ability to (10) understand & apply
GAAP (generally accepted accounting
principles); {11) define problems, col-
lect data, establish facts & draw valid
conclusions; (12} handle sensitive in-
quiries from & contacts with officials &
general public; (13} interview job appli-
cants effectively; (14) prepare & deliver
speeches before specialized audiences;
{(15) originate instructions & specifica-
tions concerning proper use of equip-
ment; (16) develop complex reports &
position papers; (17) use proper re-
search methods in gathering data.

Knowledge of 1,2, 3,4, 5, 6%, 7, 8, (18)
labor relations involving formal baz-
gaining & negotiations with organized
labor or management, labor conflict
resolution (e.g., mediation, arbitration,
settlements, ORC Chapter 4117 &0AC
Chapters 123, 124)*;

Skillin 9

Ability to 11, 12, 14, 15, 16, 17, (19)
statistical analysis

*developed after employment
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POSITION

AGENCY/DEPT ID
Department of Administrative Services

DESCRIPTION
DIVISION OR INSTITUTION UNIT OR OFFICE COUNTY OF EMPLOYMENT
Office of Collective Bargaining Analysis & Operations Franklin

JOB CODE TITLE
Labor Relations Admi_nistrator 2
R

AP> G722

ties (e.g., demographic & wage information about bargaining unit em-
ployees); Services as liaison to Office of Budget & Management &
Joint Health Care Committee, Develops various database applicaticns
for use in OCB & other sections (e.g., grievance database, analysis of
payroll summary data for use in negotiations).

Maintains contacts with & acts as liaison with statistical sources, state,
local & federal government offices; trains, confers & advises managers
concerning statistical reports; responds to inquiries & requests for in-
formation. Attends staff meetings & trainings; provides training &
consultation to staff; participates on committees; prepares & delivers
presentations. Represents office at conferences, seminars & meetings
regarding labor/management issues & other related duties as assigned.
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20 | Participates in negotiations (e.g., directs collection of information re-
garding issues of negotiations): prepares draft language; serves as OCB
lead negotiator as assigned; participates in various committees required
by several labor agreements. : ‘
*developed after employment
10 | Furnishes information to unions & management for negotiation activi-
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