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In the Department of Administrative Services (DAS), Human Re-
sources Division (HRD), Applications & Reporting section, works un-
der general direction of the Human Capital Management (HCM) Portal
Manager & requires considerable knowledge of business transfor-
mation, organizational design &/or process reengineering changes in
order to manage HCM Position Management & HCM Security compo-
nents & develop & implement configuration, policies & procedures for
HCM requirements to assist State agencies, business owners, & HCM
Support team during one, multiple, or all phases of assigned business
transformation projects or initiatives; identifies & resolves problems
with module; consults with customer staff to analyze business issues &
works towards solutions to business problems; collaborates with system
designers, Ohic Administrative Knowledge System (OAKS) Service
Assurance & Security teams, as well as HRD HCM Support team to
configure HCM tables; responds to inquiries requiring higher level
knowledge of system processes regarding Position Management to sup-
pott business requirements; provides support to HRD by researching &
fixing issues with module elements; provides production support &
problem determination; develops custom processes; develops & imple-
ments policies & procedures related to the HCM Position Management
& HCM Security modules; provides HCM support to other PeopleSoft
environments (e.g. CRM, ELM, FIN, BI); provides backup for supervi-
sor during absences.

Knowledge of: (1) Ohic Administrative
Knowledge System (CAKS)*; (2) Peo-
pleSoft application; (3) State of Ohio
Human Resources programs & process-
es*; (4) business administration; (5)
laws, rules & regulations relating to
Human Resources & recruiting; (6)
business process & organizational engi-
neering; (7) agency policies & proce-
dures®.

Skill in: (8) operation of personal com-
puter & associated hardware & software
(e.g., MS Word, Excel, PeopleSoft*);
(9) configuring Human Resources ta-
bles (e.g., EEQ categories, perscnnel
actions requests, classifications, pay
rate tables).

Ability to: (10) deal with many varia-
bles & determine specific course of
action; (11} use proper research meth-
ods in gathering data; (12) gather, col-
late, & classify information; (13} draft
&for edit administrative policies, proce-
dures, informational booklets, & direc-
tives.

*developed after employment
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agencies & HCM Support team to convey Statewide objectives & im-
prove agency operations within myOhio.
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25 | Cross trains on & serves as backup staff for functions of additional Knowledge of: 1%, 2, 3%, 6, 7*
OAKS/PeopleSoft modules related to HCM Position Management & Skill in: 8,9
HCM Security (e.g. Payroll, Benefits, ELMY; performs other related Ability to: 10, 11, 12, 13, (14) deliver
duties as assigned; works with HRD to design & review end-user train- | training presentations.
- ing programs for Position Management module; identifies areas of sig-
fg nificant change in process to end users & makes recommendations for
r additional training materials to assist in facilitating user training; con-
é ducts training as needed.
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