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POSITION |
DESCRIPTION ADMINISTRATIVE SERVICES

OHIO DEPARTMENT OF

AGENCY
Department of Administrative Services

DIVISION OR INSTITUTION
Administrative Support

UNIT OR OFFICE
Qffice of Communications
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@ﬂ State

Agency

KINew Pasition DChange

[]County Agency

County of Employment

Frankiin

USUAL WORKING TITLE OF POSITION
Depuly Direclor

20006393

POS?ITION NO., AND TITLE OF IMMEDIATE SUPERVISOR
Assistant Director

NORMAL WORKING HOURS (Explain unusugl or rolaling shift)

800 am. - 500 p.m.
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POSITION NUMBER
20072119

JOB DESCRIPTION AND WORKER CHARACTERISTICS

Y%

Job Duties in Orger of importance

Minimum Acceptable Characieristics

50

JOB CODE TITLE
Depaty Director 4

Serves as the Deputy Director of Commusications for the Department
of Adminstrative Services (DAS): Oversees operation & staff of Of-
fice of Communications; Acts for Director of DAS with regard to de-
veloping & implementing the DAS communications plan (e.g., outlines
plans which encompass the depariment’s programs, services, activities
& ensures that these programs, services & activities are communicated
to the public),

Serves as chief spokes person for the depariment & informational at-
sor amony the department, public & news media: responsible for writ-
ing & editing departmental publications; oversees the department’s
wehsiie,

Coordinates the public information tasks & etforts of all divisions with
in the department: Assist the Director it analyzing & developing poli-
cies & procedures relating to public information & public relations.

Position 1 unclassified per Section 124, 11{A} (9} of Ohio Revised
Code & is overtime exemptl.

Knowledge of (1) management, (2}
budgeting {3) supervision principles &
technigues; (4) public relations; (5)
govemment structure & process, (6)
sgency policies & procedures®; (7) pub-
tic relations, (8) communication (9)
human relations

Skill in (9} operation of personal com-
puter & asgociated hardware/software
{e.g., MS Office).

Ability to {10) research, compile & or-
ganize information, (1 1) handle routine
& sensitive inguiries from & contacts
with government officials, employees &
general public, (12)write meaningful &
accurate reporis & technical documents,
(13} prepare & deliver speeches to vari-
ous audiences, {14) establish friendly
environment as head of unit.

Knowledge of 1, 2,3,4,5, 6%, 7, 8,9
Skill in 10
Ability o 11, 12, 13, 14

Knowiedge 0f 1,2,3,4,5,6% 7, 8,9
Skill in 10
Ability to 11, 12, 13,14

*developed after employment

JOB CODE
61314

List Position Numbers & Tities of Positions Directly Supervised:
y 2up

Z00084 10 Pablic Infurmation Offieer |
20004845 Public Information Officer
20005394 MAST

2000541 MAS2
20005880 MASZ

DATE

B3

20006656 MAS2




