POSITION
DESCRIPTION

AGENCY/DEPT ID
Department of Administrative Services
DAS301990

DIVISION OR INSTITUTION
Human Resources Division

UNIT OR OFFICE
Benefits Administration

COUNTY OF EMPLOYMENT
Franklin

DReclassification
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Position Hyperlinked to [
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USUAL WORKING TITLE OF POSITION

POSITION NO. AND TITLE OF IMMEDIATE SUPERVISOR
SEE TABLE OF ORGANIZATION

POSITION NUMBER
20014982

X Permanent

(] Temporary
O intermittent

Classified Overtime: [ Eligible

[] Unclassified | If FLSA Exempt, exemption type:

] Exempt

Bargaining Unit 9
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NORMAL WORKING HOURS (Explain unusual or rotating shift):

FROM: 8:00 a.m. TO: 5:00 p.m.
JOB DESCRIPTION AND WORKER CHARACTERISTICS
% Job Duties in Order of importance Knowledge, Skills & Abilities
55 Provides non-routine administrative tasks for the Ohio Employee Assistance | Knowledge of: (1)} Office practices and
Program (EAP) as assigned: independently drafts & edits correspondence, on- [ procedures {e.g., rules and regulations relat-
call schedule, staff schedules & reports (e.g., tracks correspondence, work re- | ing to office*; (2) agency policies & proce-
quests, projects, training data) using personal computer (PC) & word processing | dures*
& spreadsheet software). Makes recommendations &/or decisions to resolve | Skilled in: (3) equipment operations (e.g.,
problems (e.g., makes adjustments to the on-call schedule when necessary, | personal computer with word processing
determines staff’s availability for back-up calls & determines appropriate EAP | (e.g., Word, Excel, Access, PowerPoint &
N staff person to respond to agency requests for services); acts as liaison for vari- | OAKS)
[ ous EAP staff by interpreting policies & procedures concerning management & | Ability to: (4) deal with problems involving
Kl work priorities (e.g., website changes, communicates on-call schedule changes | several variables in familiar context; (5)
w 2 to EAP staff, directs employees in office procedures [e.g., location of forms, | copy materials accurately & recognize
= -“6’ equipment operations]}; verbally interacts with other department managers &/or | grammatical & spelling errors; (6) cooperate
i agencies on behalf of EAP staff. aftends various inter-departmental meet- | with co-workers on group projects.
oo ings/committees about issues (e.g., internal communications, office practices)
Q 3 and actively participates by offering suggestions & exchanging information.
Ju Serves as EAP Web representative (e.g., attend Web site protocol training meet-
%’ ings, regularly monitors website, makes recommendation for changes, keeps
E content updated; processes). Monitors project timelines (e.g., UBH training,
- newsletters, EAP strategies, survey, EAP training presentations) & interprets
< EAP policies & disseminates information to EAP staff & develops procedures
necessary for implementation of those policies. Independently prepares on-call
summary data for bi-weekly & monthly reports for EAP supervisor from infor-
mation provided from EAP staff, generates regular EAP bi-weekly, monthly &
quarterly utilization reports for management from information provided by
EAP management & staff, acts on behalf of supervisor at meetings & takes
meeting notes during task force committee meetings (e.g., Domestic Violence,
Building) & communicates key points & outcomes from meetings; prepares
agenda & attends quarterly EAP Advisory Committee meetings & monthly staff
meetings & records meeting minutes & drafts minutes & submits for approval
to release.
w
[
0w
g g * Developed after employment.
O~
54
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DAS301980
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O
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USUAL WORKING TiTLE OF POSITION

POSITION NO. AND TITLE QOF IMMEDIATE SUPERVISOR
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X

POSITION NUMBER
20014982

Permanent

[1 Temporary
[ Intermittent

B Classified Overtime: Eligible

[J Unclassified | If FLSA Exempt, exemption type:

[] Exempt

Bargaining Unit 9
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NORMAL WORKING HOURS (Explain unusual or rotating shift):
FROM:

TO:

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

JOB DESCRIPTION AND WORKER CHARACTERISTICS

%

Job Duties in Order of Importance

Knowledge, Skills & Abilities

15

JOB TITLE
Administrative Professional 2

JOB CODE
16872

Performs administrative & secretarial tasks: maintains confidential files & rec-
ords consistent with office practices & procedures &/or coordinates conferences

| & travel arrangements for supervisors; produces typed draft & maintains the

EAP Advisory Roster; types routine [etters & email documents (e.g., marketing
materials, training materials, EAP forms) to other agencies; maintains inventory
of equipment & general office supplies & orders as needed; maintains EAP files
& record retention schedule & EAP office forms & purchasing requisitions &
retrieves information; coordinate procurement of office supplies; uses the Ohio
Administrative Knowledge System (OAKS) to initiate requests to purchase;
coordinates information &/or prepares purchase requisitions for review & sig-
natures; tracks spending & maintains related records using spreadsheet soft-
ware; retrieves confidential Participant Agreements (PA) & Release for Infor-
mation documents from Qutlook Web Access & distributes to the appropriate
EAP staff; updates & maintains office manuals & other reference materials by
incorporating new or revised data (e.g., hard copy, PC document revisions),
collects, tracks & maintains documents, expenditures, forms & files (e.g., time
sheets, leave sheets, flex schedules, sign in sheets, print orders); prepares &
assembles informational materials & packets (e.g., questionnaires, brochures,
PowerPoint presentations & evaluations) for on-site trainings, meetings, refreats
and field visits; scores & summarizes training evaluation results from EAP
training sessions; organizes conferences &/or retreats; performs public relations
duties (e.g., responds 10 inquiries, furnishes information verbally &/or in writ-
ing, explains role of EAP to general public); works on special assignments &
projects as directed (e.g., prepares reports, publications, memos & presenta-
tions); maintains & provides updated information for UBH provider list to su-
pervisor & prepares summary reports (.., updates to provider list, in-take calls
& walk-ins} using personal computer (PC) & word processing & spreadsheet
software, Microsoft office system software; prepares draft communication for
distribution of EAP newsletters to state agencies & institutions & creates &/or
edits various documents (e.g., training presentations, participant guides,
handouts) using Word processing &/or PowerPoint software,

Knowledge of: 1%, 2*, (7) public relations
Skilled in: (3) equipment operations {e.g.,
personal computer, copy machine, fax &
multi-phone lines)

Ability to: 3, (8) maintain accurate records;
(9) handle sensitive inquiries from & con-
tacts with officials & general public.
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AGENCY/DEPT ID
Department of Administrative Services

DESCRIPTION
DIVISION OR INSTITUTION UNIT OR QFFICE COUNTY OF EMPLOYMENT
Human Resources Division Benefits Administration Franklin
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USUAL WORKING TITLE OF POSITION

POSITION NO. AND TITLE OF IMMEDIATE SUPERVISOR
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[] Temporary
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Page 30f 3

NORMAL WORKING HOURS (Explain unusual or rotating shift):
FROM: 8:00 a.m. TO: 500 p.m.

JOB DESCRIPTION AND WORKER CHARACTERISTICS

%

Job Duties in Crder of Importance

Knowledge, Skills & Abilities

30

JOB TITLE
Administrative Professional 2

16872

JOB CODE

Performs clerical tasks: receives, opens, date stamps, logs, maintains
records of outgoing certified letters & distributes incoming mail; acts as
EAP front desk receptionist by greeting & directing visitors & assisting
clients (e.g., provide walk-in information, direct clients to EAP staff,
provides release of information); answers incoming felephone calls
using a multi-line phone system; responds to general inquiries & sensi-
tive telephone calls & appropriately directs calls to appropriate EAP
staff &/or explains the general functions of EAP to callers & screens
incoming calls & retrieves voice mail messages; responds independent-
ly to general requests for information or directs callers to the appropri-
ate team member as necessary (e.g., timesheets, change of address,
agency directory; maintains confidentiality as appropriate when re-
sponding in writing or orally to request for EAP program information);
as assigned, serves as a member of a disaster recovery/business team,
incident response team, or similar public health response team which
may include the conduct of operations on a 24/7 basis at remote loca-
tions.

Knowledge of: 1%, 2%, 7

Skilled in: 3

Ability to: 6, 8, (10) prepare meaningful,
concise & accurate reports.
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