POSITION
DESCRIPTION

AGENCY/DEPT ID
Department of Administrative Services
DASS500000

DIVISION OR INSTITUTION
Office of Information Technology

UNIT OR OFFICE
OAKS Project Management Office

COUNTY OF EMPLOYMENT
Franklin

P M
= E XIReclassification [ INew Position [ ] Update Position Hyperlinked to [
= Agency Organizational Tree
g = | USUAL WORKING TITLE OF POSITION POSITION NO. AND TITLE OF IMMEDIATE SUPERVISOR
- N QAKS Change Management Lead SEE TABLE OF ORGANIZATION
=t [ Permanent | [] Classified Overtime: [_] Eligible Exempt Bargaining Unit 22
E ] Temporary | [X] Unclassified PR 17
o [0 Intermittent | [[] Essential If FLSA Exempt, exemption type: Page 1 of 2
NORMAL WORKING HOURS (Explain unusual or rotating shift):
FROM: 8:00 a.m. __;I'O: 5:00 p.m.
JOB DESCRIPTION AND WORKER CHARACTERISTICS
% Job Duties in Crder of Importance Knowledge, Skills & Abilities
85 | Responsible for working directly with Chio Administrative Knowledge | Knowledge of (1) project/program
System (OAKS} executives and other agencies to define change man- management; (2) employee training and
agement needs, develop and document change management plans; pro- | development; (3) organizational change
cesses, methods and deliverables to be used repetitively on all new management; (4) government structure
OAXKS projects that will include: new PeopleSoft implementations; and process; (5) effective communica-
major PeopleSoft system upgrades; and Business Process Reengineer- | tion techniques; (6) business admin-
ing initiatives. Focuses on strategic planning of QAKS projects; focuses | istration; (7) PeopleSoft software.
on coordination of projects with other services & projects using project | Skill in (8) operation of personal com-
& change management methodologies (e.g., time, cost, scope, audience | puter and Microsotft office suite soft-
“ assessment, risk assessment, communication plan); develops &/or di- ware.
- g"'.} rects development & implementation of planning documents (e.g., re- Ability to (9) interpret a variety of in-
ﬁ g sources, specific assignments); creates and executes project work plans | structions in written or oral form; (10)
= § and revises as appropriate to meet changing needs and requirements; define problems, collect data, establish
o reviews deliverables, and ensures that project documents are complete, | facts and draw valid conclusions; (11)
8 3 current and stored appropriately; sets and manages client expectations, | understand most difficult classes of
: '§ continually seeks opportunities to increase customer satisfaction and concepts; (12) deal with many variables
=N deepen client relationship; facilitates team and client meetings effec- and determine specific action; (13)
= = tively; effectively communicates relevant project information to superi- | proofread technical materials, recognize
ors; drives OAKS adoption by focusing on the people aspects of change | errors and make corrections; (14} use
initiatives, including changes to business processes, systems and tech- proper research methods in gathering
nology. data; (15) originate and/or edit articles
for publication; (16) develop complex
reports and position papers; (17) gather,
i collate and classify information; (18)
handle sensitive inquiries from and con-
& tacts with officials and the general pub-
~ lic.
% 10 | Promotes benefits of business transformation projects to executives at | Knowledge 1,2, 3, 4,5, 6, 7.
& state agencies; develops and/or directs the development and implemen- | Skill in 8.
tation of planning documents; analyzes and defines requirements to | Ability to 9, 10, 11, 12, 13, 14, 15, 16,
A facilitate the adoption and integration of business needs; identifies po- | 17, 18.
A tential business process improvements; organizes agency events such as
RN communities of practice.
g *Developed after employment.
o v
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POSITION AGENCY/DEPT ID
Department of Administrative Services
DESCRIPTION
DIVISION OR INSTITUTION UNIT OR OFFICE COUNTY OF EMPLOYMENT
Office of Infermation Technology OAKS Project Management Office Franklin
amﬂ DXReclassification [ ]New Position [] Update Position Hyperlinkedto  []
E Agency Organizational Tree
= USUAL WORKING TITLE COF POSITION POSITION NO. AND TITLE OF IMMEDIATE SUPERVISOR
; z OAKS Change Management Lead SEE TABLE OF ORGANIZATION
S = I Permanent | [] Classified Overtime: [ ] Eligible Exempt Bargaining Unit 22
E E I [0 Temporary Unclassified PR 17
o SO Intermittent | [] Essential If FLSA Exempt, exemption type: Page 2 of 2
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
5 | Provide communications support across QAKS key initiatives, develop | Knowledge of 1, 2,3, 4, 5,6, 7.
communication plans and lead the execution of these plans. Ensure a | Skill in 8.
well branded and professional presence of QAKS at all speaking en- | Ability to 9, 10, 11, 12, 13, 14, 15,17,
gagements by developing consistent speaker materials Represent the | 18.
OAKS Team at agencies, conferences and other venues to promote and
market OAKS benefits, OAKS’s vision and encourage buy-in; performs
other related duties as assigned.
=
= *Developed after employment.
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