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(e.g., OAKS running on PeopleSoft application) Payroll module: plans
& conducts Conference Room Pilots (CRP) to review current require-
ments & gather additional requirements for enhancements; develops &
documents “to be” processes in PeopleSoft; identifics & resolves prob-
lems with module; consults with customer staff to analyze business
issues & work toward solutions to business problems; works closely
with system designers & Human Resources Division, Human Capital
Management support team to configure payroll module {e.g., time re-
porting code, schedules, security groups); changes fields & coordinates
resulting changes to other fields, responds {o inguiries requiring higher-
level knowledge of system processes regarding payroll which support
business requirements; provides support to HCM & OAKS staff by
researching & fixing issues with module elements; provides production
support & problem determination; develops custom processes; develops
& implements policies & procedures related to the payroll module; re-
sponds to module issues 24 hrs/day, 7 days/week as needed; provides
backup for supervisor during absences.

Performs other related duties as assigned: works with change manage-
ment team to design, & review end-user training programs for the pay-
roll module; identifies areas of significant change in process to the end
user & makes recommendations for additional job aides to assist in fa-
cilitating user training.

1 Position is overtime exempt,

FROM: 8:00AM. TO: 5:00 P.M. & subject to overtime/call back 24X7
JOB DESCRIPTION AND WORKER CHARACTERISTICS
% Job Duties in Order of Importance Knowiedge, Skills & Abilities
85 Serves as agency manager for Ohio Administrative Knowledge System | Knowledge of (1) OAKS system; (2)

PeopleSoft web-based application; (3)
State of Ohio payroll & time/labor pro-
grams & processes®; (4) business ad-
ministration; (5) laws, rules, & regula-
tions relating to payroll.

Skill in (6) operation of personal com-
puter & associated hardware & soft-
ware, (7} configuring Payroll med-
ule{e.g., time reporting codes, sched-
ules, security groups); (8) use of web-
based enterprise resource planning sys-
tem (e.g., PeopleSoft/OAKS).

Ability to {9) deal with many variables
& determine specific course of actiog;
{10) use proper research methods in
gathering data; (11} gather, collate &
classify information; (12) draft &/or
edit administrative policies, procedures,
informational booklets & directives;
{13) provide production support 24
hrs/day, 7 days/week.

Knowledge of 1%, 2, 3, 4%, 5, 6.
Sk:ll iz 6, 7, 8.
Ability to 9, 10, 11, 12, 13.

Position Specific Minimum Qualifica-
tions:

18 months exp. updating custom payroll
tables within PeopleSoft application.

18 months exp. creating payroll sched-
ules and time reporting codes,
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