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NORMAL WORKING HOURS (Explain unusual or rotating shift):

JOB CODE TITLE

Computer Acquisition Analvst 2

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

JOB DESCRIPTION AND WORKER CHARACTERISTICS
% Job Duties in Order of importance Knowledge, Skills & Abilities
60 | Serves as agency representative in reviewing, analyzing & approving requests | Knowledge of (1) accounting; (2) office

of Information Technology (IT) State Term Schedules (STS) (e.g., creation,
modification, utilization): develops & implements policies & procedures for
on-going operation of STS program; implements & oversees adherence to stat-
utes (e.g., O.R.C. 125); represents Office of Information Technology (OIT) &
other state agencies in researching & approving agencies' requests to make STS
acquisitions by ensuring that vendor’s product quotations are consistent with
quoting vendor's STS; inputs, audits & maintains approved vendor STS
amendments in Omnicom contract management system; reviews & evaluates
STS submissions from vendors seeking to do business with State of Ohio for
computer & telecommunication goods & services; reviews vendor STS offer-
ings to ensure compliance with state requirements; independently communi-
cates with vendors, verbally & in writing, to inform them of submission re-
quirements & procedures; meets with vendors, OIT staff & agencies' staff to
discuss & resolve issues pertaining to establishment, maintenance & use of term
schedules; assists in development & maintenance of IT based contracts, sched-
ules & related documents; negotiates &/or renegotiates terms & conditions with
IT vendors for computer-based hardware, software & service contracts (e.g.,
mainframe, client server); assists in negotiating enterprise-wide hardware, soft-
ware & services contracts; develops various types of amendments for contracts
awarded by competitive processes (e.g., RFP, ITB); independently prioritizes &
schedules work duties.

Monitors adherence to service level requirement & ensures accurate & timely
turn-around of requests for vendor information & resolution of complaints:
assists Contract Management staff in researching & expediting requests for
contract information (e.g., terms, conditions, pricing, products); provides tech-
nical advice & assistance to agencies, vendors & legal staff pertaining to STS
policies & procedures, statutory requirements for STS terms & conditions, &
issuance of release & permits.

Performs other related task as assigned: maintains contract management system
(i.e., Omnicom) on all IT competitive procurements, STS submissions & ad-
denda: tracks status of STS documentation & creates reports for management
on status of submissions & activities related to STS program; provides status
information to vendors & agencies on requested acquisitions; maintains & up-
dates information on state procurement web site.

practices & procedures; (3) government
structure & process (i.e., State Term Sched-
ule)*; (4) interviewing.

Skill in use of (5) OAKS financial & pro-
curement modules®; (7) operation of per-
sonal computers & associated software (e.g.,
MS Word, FileMaker Pro, Excel, Lotus
Notes*, Internet); (8) operation of fax ma-
chine, copier, ten key calculator.

Ability to (9) interpret variety of instruc-
tions in written, oral, picture or schedule
form; (10) interpret extensive variety of
technical material in books, journals, manu-
als; (11) add, subtract, multiply & divide
whole numbers & use algebra; (12) use sta-
tistical analysis; (13) originate routine busi-
ness letters reflecting standard procedures;
(14) cooperate with co-workers on group
projects.

Knowledge of 1-4; (15) acquisition man-
agement

Skill 5%, 6%, 7,8

Ability to 9-14; (16) deal with non-verbal
symbols in formulas, equations or graphs;
(18) calculate fractions, decimals & percent-
ages.

Knowledge of 2- 3*

Skill in 7,
Ability to 10-13, 15, 20

*developed after employment
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An Equal Opportunity Employer



