[100-6001]

DESCRIPTION ADMNISTRATIVE SERVICES

POSITION OHIO DEPARTMENT OF A%izfrtYment of Administrative Services

DIVISION OR INSTITUTION
Office of Information Technology

UNIT OR CFFICE
OAKS/Program Management

G~ 3 JFCS

Ll

JOB CODE

E State DCounty Agency DNew Position [EChange
Agency

County of Employment

Franklin

USUAL WORKING TITLE OF POSITION

POSITION NO. AND TITLE OF IMMEDIATE SUPERVISOR
Business Analyst 20073537  Business Transformation Program Manager

NORMAL WORKING HOURS (Explain unusual or rotating shift)

intermittent up to 1000 hours per fiscal year

Page 10t 1

POSITION NUMBER
20073570

JOB DESCRIPTION AND WORKER CHARACTERISTICS

Job Duties in Order of Importance

Minimum Acceptable Characteris-
tics
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Manages components of projects for Ohio Administrative Knowledge
System (OAKS): develops & implements state configuration policy &
procedure regarding project management collaboration & management
applications; defines process improvement needs; analyzes requirements
to facilitate design & integration of business process improvements;
analyzes & defines requirements & business rules to facilitate design &
integration; documents requirements with the goal of replacing legacy
systems or achieving process improvements in existing & new systems;
configures & tests applications; evaluates security permissions associ-
ated with applications; interprets related reports, creates test plans, par-
ticipates in design & development of report & screen layouts; develops
& presents briefings depicting process change advantages, anticipated
savings & general management considerations; communicates potential
changes; assist QAKS project managers with issue tracking & maintain-
ing project plans.

Utilizes email & OAKS Customer Relationship Management (CRM)
application to assist OAKS functional team in responding to issues:
reviews CRM tickets & looks for unanswered tickets regarding FTP
server & other technical team issues; analyzes trouble tickets {e.g., re-
searches the issue, talks to customer, works with other team members,
tests scenarios, attempts to recreate the error) & resolves issue or esca-
lates to appropriate team member for reselution.

Writes & edits documentation for project: creates, maintains, & updates
documentation while adhering {0 standardized format & style guidelines
which ensure accuracy, consistency & quality of documentation.

Knowledge of {1) Software Develop-
ment Life Cycle (SDLC); (2) web-
based applications {e.g,, PeopleSoft);
(3} business requirements analysis; {(4)
project management; (5)

Skill in (6) operation of personal com-
puter & associated hardware & soft-
ware; (7) creation of test conditions,
scripts & plans;

Skill in (8) operation of personal com-
puter & associated hardware/software/
Ability to (9) deal with many variables
& determine specific course of action;
{10) use proper research methods in
gathering data; (11) gather & classify
requirements; (12} draft &/or edit ad-
ministrative policies, procedures, in-
formational booklets & directives.

Knowledge 0f 1,2,3,4,5,6,7
Skill in §
Ability to 9, 10, 11, 12,

Knowledge of' 1,2,3,4,5,6,7
Skill in 8
Ability to 9, 10, 11, 12,
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List Position Numbers & Titles of Positions Directly Supervised:

SIGNATURE OF AGENCY REPRESENTATIVE DATE
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AGENCY

POSITI 0 N OHIO DEPARTMENT OF Department of Administrative Services
D E S C RI PTI 0 N ADMINISTRATIVE SERVICES Dfg’f?ggif%ﬁ@‘{t’ﬂi&ggégﬁOmgy

UNIT OR OFFICE

OAKS/Project Management Team
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E X State [ Jcounty Agency [ INew Position

[XIChange County of Employment

= Agency Franklin
2
E & ] USUAL WORKING TITLE OF POSITION | POSITION NO. AND TITLE OF IMMEDIATE SUPERVISOR
% G Business Analyst 20073537  Business Transformation Program Manager
= S § NORMAL WORKING HOURS {Explain unusual or rotating shift)
g o Intermittent up to 1000 hours per fiscal year Page 2 of 2
& JOB DESCRIPTION AND WORKER CHARACTERISTICS
% Job Duties in Order of Importance Minimum Acceptable Characteris-
tics
5 | Performs other related duties as assigned: represents agency in inter- Knowledge of 1,2, 3,4,5,6,7

JOB CODE TITLE

Management Analvst Supervisor 1

overtime exempt.

Position in unclassified per 124.11(A)(25) of Ohio Revised Code & is

agency meelings; assists Human Resources Division, General Services Skillin 8
Division, & Office of Budget & Management by answering questions Ability to 9, 10, 11, 12,
on the Electronic Leamning Module (ELM).
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