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POSITION
DESCRIPTION

HiG DEPARTMENT OF

AGENGCY
Offics of Information Technology

ADMINISTRATIVE SERVICES

DIVISION OR INSTITUTION
mvestment & Governance Division

UNIT OR OFFICE.
Enterprise Froject Management Office

Loo A -22-07 08

JOB CODE
99948

Siate Agency  |_iCounty Agency

DNaw Posftion Change

County of Empioyment

Franklin

USUAL WORKING TITLE OF POSITION
Coliege Intern

POSITION NO. AND TITLE OF IMMEDIATE SUPERVISOR
20006631 (60408.0) Information Technology Consuliant 3

NORMAL WORKING HOURS (Explain unusual or rotating shift)

Various up to 39/hrs per week depending on schedule
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JOB DESCRIPTION AND WORKER CHARACTER! STICS

POSITION NUMBER
20071612 (60414.M

%o

Job Buties in Order of importance

Minimum Acceptable Characieristics

50

JOB CODE TITLE
College Intern

30

Assists Enterprise Project Management Office (EPMO) team with support
of the application & project portfolic management inventory: edits & up-
loads application & project inventories into the Portfolio Management
{PM) tool*; edits & uploads projected budgeted costs, application & projest
assessments, & core business driver alignment schemas; creates wser ac-
counts; assists with training sessions for agency users; assists with devel-
opment of planning & workshop materials; responds (o cuslomer inquiries
regarding training & use of PM tool.

Performs various clerical & administrativé tasks: develops reports to facili-
tate Statewide Application Inventory processes; creates inventory analysis
reports; creates & maintains EPMO databases; assists with project plenning
activities; nses MS Project Server™ for project schedule updates & report
generation, '

Pasition is in unclassified service per 124.11(AX12) of Ohic Revised Code.

Enowledge of (1) report development &
generation; (2) information technclogy or
related field; (3) computer &/or network
hardware, software, operating systems &
procedures; (4) computer systems apalysis
& design; (5) project management.

Skill in (6} operation of personal computer
& associated hardware (7) use of vanious
software applications (¢.g., MS Office
Suite, Access, SQL, Visic, Visual Basic,
HTML, Photoshop, Publisher);

Abitity to £8) define problems, collect data,
establish facts & draw valid conclusions;
(9) interpret varisty of instructions i writ-
ten or oral form; (10) interpret variety of
technical material in books, manuals &
audiovisual form; (11) deal with many
variables & determine specific actions;
(12} commumnicate verbally & in writing on
technical & non-technical matiers,

Knowledge of 1,2,3,4,5
Skillin 6,7
Abnility to 8, 9, 10, 11, 12

Major Area of Study
Information Technology or Computer Sci-

ence

*developed after employment

List Position MNombers and Class Titles of Positions Directly Supervised:

SIGNATURE OF AGENCY REPRESENTATIVE

DATE

2722y

T




