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sociated with their specific releases, (e.g., schedules individual, team & cross-
team meetings, provides additional equipiment, supplies & manpower if re-
quested & provides status updates to the project management coffice; creates
project reports for Program Manager, release project managers & agency repre-
sentatives on a weekly, monthly & annual basis; tracks project work assigned-
by Program Manager & reports on status as requested; reviews & provides rec- -
ommendations to imiprove the OAKS website.

Performs other related administrative duties: sorts & forwards mail; files &
maintains documents & records; responds to customer inquiries via lettér, email
&for telephone; orders office supplies, furniture & equipment; schedules meet-
ings (e.g., reserves conferetice rooms, invites meeting guests, sets up meeting
rooms, takes notes & creates meeting minutes); creates & maintains variety of
contact/distribution lists in a contact database; creates, proofreads, edits, ap-
proves & distributes variety of communications; attends training seminars &/or
courses,

Knowledge 1, 2, 3,4, 5%, 6%, 7
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JOB DESCRIPTION AND WORKER CHARACTERISTICS
% Job Duties in Order of Importance : Knowledge, Skills & Abilities
50 | Assists in program direction by relieving Ohio Administrative Knowledge Sys- | Knowledge of (1) business administration;
tem (OAKS) Business Transformation Program Manager of variety of difficult | (2) public relationsicustomer service; (4)
administrative duties: responds to issues & needs of program staff; leads work | office practices & procedures; (5) agency
groups on special projects; develops & implements administrative policies &- policies & procedures®; (6) government
procedures; serves as liaison between Program Manager & subordinates, project | structure & process*; (7) customer service -
consulfants, upper-level management, & representatives of other agencies; techniques.
gives dircction to program staff; follows up on issues & transmits decisions & Skill in (8) operation of personal computer
directives; represents OAKS at meetings; schedules/maintains the manager’s & associated hardware/software (e.g., Mi-
calendar; assists Deputy Director’s Administrative Assistant when needed; crosoft Office, Outlook; PowerPoint).
composes &/or prepares confidential documents & correspondence; atkends - Ability to (9) compose letters & reports;
~ weekly teami, cross-team, agency meetings & project kickoffs; develops & pre- | (10) handle inquiries from & contacts with
= sents project overviews. government officials; (11) define problems,
s : collect data, establish facts & draw valid
ﬁ E conclusions; {12) establish work priorities &
o = meet deadlines;.(13) communicate effective-
g -E ly in writing & orally. :
ogl _ _
g < 40 | utilizes project management software (¢.g., MS Project, PeopleSoft’s Customer | Knowledge of 1,2, 3, 4, 5%, 6%, 7. (14) pro-
7 e} E Relationship Management) to track deliverables, Work Breakdown Structure, Ject management; .
] cross-team activities, project & system issues & progress of OAKS modules = | Skill in 8. (15) operation of project man-
S being developed for future releases; plan & schedule tasks associated with each | 2gement software (e.g., MS Project;
A release; coordinates & assists multiple release project managers with tasks as- | Ability 109,10, 11, 12,13, (16) track pro-
gress of release projects.

Skillin 8, 13
Ability to 9, 10, 11,12, 13.
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