POSITION
DESCRIPTION

AGENCY/DEPT ID
Department of Administrative Services
DAS301970

DIVISION OR INSTITUTION
Human Resources

UNIT OR OFFICE
Benefits Administration

COUNTY OF EMPLOYMENT
Franklin

JOB TITLE

71./3 ﬁ@/Human Capital Management Administrator 1

6461

JOB CODE

Benefits Administration {e.g., Employee Assistance Program (EAF),
population health management, wellness & Behavioral Health (BH)
Contract); identifies goals & objectives & defines program parameters;
recommends changes in policies & procedures for assigned work
groups,; coordinates development of program components; establishes
timelines & assesses qualitative & quantitative effectiveness of pro-
grams & success rate once programs are in place; projects staffing
needs & develops staffing plans; provides oversight in areas of specific
program training & development assistance & ensures adequate training
resources to meet needs of assigned work units & agencies served by
division; responds to inquiries & complaints; supervises all operations -
related to EAP, population health management, wellness & BH Con-
tract; provides assistance to Benefits Administrator as directed; serves
as Assistant Benefits Administrator & assumes functional responsibil-
ity of all programs in administrator’s absence; supervises subordinate
Benefits staff; supervises & facilitates continuing career development
of assigned staff.
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JOB DESCRIPTION AND WORKER CHARACTERISTICS
% Job Duties in Order of importance Knowledge, Skills & Abilities
60 | Plans, directs & coordinates activities of the following programs within | Knowledge of (1) budgeting; (2) man-

agement; (3) human resources; (4)
workforces planning; (5) agency poli-
cies & procedures*; {6) government
structure & process* (7) payroll pro-
cessing; (8) employee benefits pro-
cessing; (9) state & federal laws, rules
& regulations (e.g., Ohio Revised Code
Chapters 124 & 4117, Ohio Administra-
tive Code Chapter 123, collective bar-
gaining agreements)*, {10) supervisory
principles & techniques.

Skill in (11) use of a personal computer
& related hardware/software (e.g. MS
Word, Excel, PeopleSofi*, Ohio Hiring
Management System (OHMS)*

Ability to (12) communicate effectively
to diverse audiences; (13} define prob-
lems, collect data, establish facts &
draw valid conclusions: counsel or ex-
hort others on sensitive/controversial
matters; (14) gather, collate & classify
information about data, people or
things.
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regards to relationship with third party administrator, insurance catrier
& other vendor & evaluates compliance; reviews all communication
material for state employees from third party administrator & vendor
for compliance with state standards; coordinates collection of cost data
on behavioral health programs & reviews & provides short & long term
cost alternatives; works with consultant to develop request for proposal
(RFP); coordinates with consultants in establishing criteria & evalua-
tion; manages implementation with new vendor.

Conducts staff meetings to apprise staff of goals, expectations & fime
constraints; attends conferences, seminars & meetings; reviews pro-
posals for process improvement opportunities from assigned staff; ana-
lyzes assigned units & identifies & eliminates redundancies; performs
other related administrative & public relations duties as assigned (e.g.,
attends in-service training, works on special projects as assigned).
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% Job Duties in Order of Importance Knowledge, Skills & Abilities
25 | Manages State of Ohio Behavioral Health contract; moaitors contract in | Knowledge of 1, 2, 3, 5%, 6%, 8, 9%,

10.
Skill in 11
Ability to 12, 13, 14

Knowledge of 1, 2, 3, 4, 5%, 6%, 7, 8,
9%, 10.

Skill in 11

Ability to 12, 13, 14
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