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NORMAL WORKING HOURS (Explain unusual or rotating shift):

FROM: 8:00 a.m. TQ:  5:00 p.m.

R
JOB DESCRIPTION AND WORKER CHARACTERISTICS

% Job Duties in Order of Importance Knowledge, Skills & Abilities
Product Development Knowledge of (1) trends and direction
35 | Prepares reports and develops briefs to support discussion and tasks of emerging technologies, best practices

involved in the strategic planning process; writes and edits research
papers and reports on a variety of information technology trends, issues,
and practices; develops content, employing proper grammar, organiza-
tion, logic, and style to clearly articulate and communicate information
to a diverse audience; assists in the establishment of performance met-
rics to support current programs and planned technology initiatives;
provide information, guidance and support across state agencies for IT
strategic planning process and tools; analyzes and reviews state agen-
cies IT investment plan information, cost and resource management
ensuring alignment with statewide IT strategic plan and direction, and
opportunities for collaboration and consolidation of [T applications,
contracts & services.
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regarding their use, and their potential
application and value; Skill in (2) IT
strategy development and planning, and
designing strategic IT plans for a large
organization; (3) project management,
facilitation, and/or consulting and ad-
vising; (4) developing and delivering
verbal and written communications to
andiences of varying technical levels,
and at various levels within an organi-
zation, in groups and individual set-
tings; (5) advanced analysis techniques
and the ability to synthesize complex or
diverse information, collect and re-
search data, use intuition and experi-
ence to interpret and recommend ac-
tions based on results of data analysis;
(6) use of a variety of tools for prepar-
ing reports, streamlining business pro-
cesses, and for explaining and docu-
menting project plans and processes;
Skill in (7) operating a personal com-
puter inciluding the use of Outlook, Ex-
cel, Word and other office productivity
software; (8) working collaboratively
with teams, exercising excellent inter-
personal skills with internal and exter-
nal customers, agency representatives,
technical teams, vendors, and other
stakeholders; (9) listening and under-
standing internal and external customer
needs; (10) working collaboratively to
seek reasonable solutions for solving
problems; (11) facilitating group dis-
cussions, resolving conflicts, and man-
aging outcomes.
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Customer Engagement

Ability to (12) identify technology
and/or business opportunities and gaps
and recommend technology or business
strategies to address those problems;
(13) research and document salient in-
formation regarding IT strategic plans,
IT investment plans, business cases, and
project plans; (14) identify technology
and/or business opportunities and gaps
and recommend technology or business
strategies to address those problems;
(15) effectively communicate with peo-
ple of diverse backgrounds; (16) under-
stand, follow and communicate brief
oral and/or written instructions; (17)
exercise courtesy, tact and diplomacy in
all communications; (18) work inde-
pendently and as part of a team, and to
support and contribuie to a cohesive
team environment; (19} work under
pressure and challenging schedules to
complete assigned tasks; (20) comply
with all agency policies and applicable
laws; (21) comply with all applicable
safety rules, regulations and standards

g Establishes and maintains strong relationships with state agency cus- Kn.ow-rledge of 1
( 35 S f Skillin 2, 3,4,8,9, 10, 11
W tomers and key stakeholders to identify and understand their needs and Ability to 15. 16. 17. 18. 19. 20. 21
™ seek to address core and common business needs through enterprise v P T A A
;:L technology sclutions; works independently and facilitates the work of
cross-functional work teams to design, develop, implement, and main-
A tain work products and deliverables that support enterprise strategy
‘QE planning and management; develops presentation materials and delivers
- briefings to agency practitioners and executive management
8 o) on the business and technical considerations for planning, implement-
S = ing, and managing outcomes of statewide technolngy initiatives.
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Performance Management
15 | Participates in the development of a technology roadmap that aligns IT | Knowledge of 1

strategic initiatives with the business needs of the state; assists OIT’s Skillin 2, 3,5,6,7,8, 10, 11
management team in developing strategies to achieve enterprise goals, Ability to 12, 13, 14, 15, 16, 17, 18, 19,
prioritizing technology initiatives, and setting timetables for the evalua- | 20, 21

tion, development, and deployment of services; monitors and explores
industry and technology trends, emerging technologies, and innovative
solutions to assess applicability and viability for Ohio state govern-
ment; conducts analyses to identify statewide and program strengths
and weaknesses, and opportunities for innovation and growth; applies
critical thinking and problem-solving techniques to analyze and inter-
pret available data and research, and formulates possible solutions that
inform decision-making; researches best practices on the use and man-
agement of information technology.

POSITION NUMBER
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OIT Support/Administrative
Leads or participates in cross-functional teams within the Enterprise IT | Knowledge of 1

15 | Planning and Communications Delivery section, and across OIT busi- Skillin 3,4, 8,9, 10, 11

niess units, on enterprise IT initiatives, policies, principles, standards, Ability to 14, 15, 16, 17, 18, 19, 20, 21
guidelines, and procedures; actively engages as a contributing and sup-
porting member of the OIT enterprise planning team and represents
OIT in a unified manner within the division and across agencies; cham-
pions OFT’s transformational initiatives and improvements for all cus-
tomers and is committed to organizational success within OIT; creates
and adheres to project schedules by developing project plans, estimat-
ing time requirements, establishing deadlines, monitoring milestone
completion, tracking all phases of the project lifecycle, conducting reg-
ular project meetings, and reporting progress.
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