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JOB CODE
63383

20

AR
Pos BTION AGENCY/DEPT ID 7
! Department of Adminisirative Services
| DESCRIPTION
DIVISION OR INSTITUTION UNIT OR OFFICE COUNTY OF EMPLOYMENT
Office of information Techhology OAKS Project Management Office. Franklin
- " - . —— R
_ D
5 Recfa’ss’iﬁcation DNew Position [:! Update Position Hyperlinkedtc [
E _ _ Agency Crganizational Tree _
2 o USUAL WORKING TITLE OF POSITION { POSITION NO. AND TITLE OF IMMEDIATE SUPERVISOR
7 & L_FIN-Service Assurance Manager SEE TABLE OF ORGANIZATION
2R Permanent | [] Classified | Overtimer [] Eligible [X] Exempt: Bargaining Unit 22 .
£ 2101 Temporary | Unclassified _ | . PR 17
o L] Intermittent | [ Essential If FLSA Exempt, exempfion type: Page 1 of 2
NORMAL WORKING HOURS (Explain unusual or rotating shift):

FROM: B:00 a.m. TO: 5:00p.m.

JOB DESCRIPTION AND WORKER- CHARACTER!STICS - _

Y% Job Dutiés in Order of Imiportance Knowledge, Skills & Abllities:

50 | Acts as primary interface to-and from business process owners and ser- | Knowledge of (1) computer science; (2)
vice assurance: proactively manages the business/custorner rélation- state himan resources/payroll process-
ship; understands_busmess riorities and portfolio bf business initiatives | ¢s; (3) PéopleSoft FIN module fiine-
m order 1o ' irstomer expectitions and negotmte pri- | tionality and business processes; (4)

vired; manages service catalog Ehitries reiated to.FIN; leads | businéss and architecture components;

capac1ty planning and pipeline management f¢ (5) budgeting, planning and forecasting;
overall scheduling goordination with operations; pro _ _e]evant FIN. (6) project management; (7) éontract
statiis reports (¢.g,, executive, OAKS Managemenit, weekly updates); . rernance; (8) capacity planning;
facilitates FIN Commimity of Practice meetings; approves requests for | Skill in (9) operation of pérsonal ¢oid- !
enhancemerits to FIN modules; oversees requireinents analysis and piiter and associated hardware/software;

ot documentation; reviews system design to ensiire that designs addréss Ability to (10 turit conicepts into-work-

= Ia business requirements; réviews and approves production migrations; ing models; (11) define problems, col-

e 3 acts as communications liaisofi for service related issues, approves use | lect datd, establish facts, draw valid

g = of discretionacy-hoilrs, approves project deliverables and change re- conclusions and initiate solutions; (12)

(=) % quests. ‘ communicate effectively with business

g b awners, vendors, and intérnal staff ahd

Qe general public both orally and in writ-

- ™ ing; (13) handle sensitive inquiries, con- §

Works with central agéncy functional teams, business owners; and op-
erations professiondls intvolved in‘analyzing business needs of custon:-
e1s to support the maititenatice and enhancement of the PeopleSaft FIN
appilcatlon Ainteracts with technical- operations si’aff statements of
work and change order requests; works with operations and service
assurance to resolve servicé level issugs; ensiifes service level agiee-
ments are met,

‘tacts ahd compléints from officidls-and

Krowledge of 1,2, 3,4, 5,6, 7,8, (14) H
‘supervision; (15) setvice levelagree-

techiticsl statements of work and

general public,

ments;
Skill in 9 ,
Ability to 10, 11,712, 13; (16) assess

chiange orders; (17) develop and man-
ape system requirements.

List Position Numbers & Job '?_itlés of Positions Directly Supervised:

SJGNATURE QF AGENCY REPRESENTAT?VE

ADM 4107 R 10-08

An Equal Opportunity Employer



POSITION

AGENCY/DEPTID
Department of Administrative Services

DESCRIPTION
DIVISION OR INSTITUTION 1 UNIT OR OFFICE COUNTY OF EMPLOYMENT
Office:of Information Technalogy OAKS Project Management Office Frarklin
& Reclassification [INew Position Update Pasition Hyperlinked to [
L' g - .. 1_Agency Qrganizational Tree
E 0 § USUAL WORKING TITLE OF POSITION | POSITION NO. AND TITLE OF IMMEDIATE SUPERVISOR
z & |_FIN Service Assurance Manager SEE TABLE OF ORGANIZATION _
g SIX Permanent | [ Classified Overtime; [_] Eligible X Exempt Bargaining Unit 22
E&|O Temporary | X Unclassified S ) PR17
o [T Intermittent | [] Essential If FLSA Exempt, exemption type: Page2of 2
NORMAL WORKING HOURS {Explain-unusual or rotatlng shift);
FROM: 8:00 a.m. TO: 500 p.m.
JOB DESCRIPTION AND WORKER CHARACTERISTICS
% Job Duties in Order of Importance Knowledge, Skills & Abilities:
20 | Acts as project manager for Servide Assurance pro_;ects telated to Ohio | Knowledge of 1,2,3,4, 5, 6, 7, 8, 16 g
Administrative Knowledge Syster (i.¢., OAKS runnirig on PeopleSoft | Skill in 9
applications) Financials (FIN) Modules (e g., acchints payable, ac- Ability to 10, 11, 12, 13, 17
counts receivable, asset management, billing, eProcuremeit, eSupplier,
| general iedger and strategic sourcing,): manages multiple pro,;ects
parnclpates in FIN program atid contract compliance; participates in
review and approval of vendor project estimiates (¢.g., level of effort)
assumes sccountability for vendar project execiition, service ¢ j -
and overall performance dérass the portfolio of projects and disére
ary-enhancements approved by the Steering: Committee: develops and
_ c: implements program and prQ}ect policies and procedures;
=28 .
£ g
S & E 10 Performs other-related duties as asmgned serves as backup to other Knowledgeof'1,2,3,4,5,6,7, 8
S % admiinistrators when hiecessaby; works on special réquésts; represeiits Skill in 9
g g FIN at meetings, conferences & on commitiess. Ability t0 10, 11, 12,13
| 21
%
X
\ .
DY)
Y |
m ) - SRR -
@ - § List Pasition Numbiers & Job Titles of Rositions Diractly Supervised: ] SIGNATURE OF AGENCY REPRESENTATIVE
g ad b
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