100-000

POSITION
DESCRIPTION

ADMINISTRATIVE SERVICES
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Department of Administrative Services
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Administrative Support Division
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Job Duties in Order of Importance

Minimum Acceptable Characteristics
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Under direction of Human Resources Administrator, plans, coordinates &
monitors labor relations operations for Department of Administrative Ser-
vices: interprets contractual requirements of all labor agreements with re-
gard to agency policies; serves as hearing officer for advanced-step griev-
ances; recommends settlement offers for labor grievances & prepares man-
agement responses; serves as management chair for all labor/management
committees; works with union representatives to resolve policy disputes;
may represent agency at arbitration hearings and at the mediation of griev-
ances; operates motor vehicle for travel to offsite locations to conduct work
related activities.

Works with Office of Employee Services (OES) staff team, division Hu-
man Resources Coordinators & management concerning bargaining con-
tracts, problems & possible resolutions & to ensure fair & consistent ad-
ministration of labor agreement & progressive discipline process: re-
searches issues & gathers facts & documents in order to interpret contract
provisions; acts as liaison with Office of Collective Bargaining; writes pol-
icy & monitors agency’s work rules, policies & procedures for confor-
mance with existing union contracts & applicable federal & state law; trains
managers on bargaining unit contracts; prepares & reviews all
fine/suspension/removal requests to ensure consistency & recommends
appropriate discipline.

Performs other related duties as assigned: prepares variety of management
reports on status of grievances, arbitrations & discipline; may serve as hear-
ing officer for small boards & commissions; attends & presents training.

Position is in unclassified service per Section 124.11(A)(9) of Ohio Re-
vised Code & is overtime exempt.

Knowledge of (1) interviewing; (2) labor
relations/collective bargaining; (3) public
relations; (4) agency policies & proce-
dures*; (5) technical or business writing;
(6) civil service laws, rules & regulations;
Skill in (7) operation of personal computer
& associated hardware/software (e.g., MS
Word, Excel, PowerPoint);

Ability to (8) deal with large number of
variables & determine specific course of
action; (9) define problems, collect data,
establish facts, draw valid conclusions &
determine resolutions; (10) handle routine
& sensitive inquiries from & contacts with
government officials, employees, general
public & union officials; (11) obtain &
maintain a valid Ohio driver’s license.

Knowledge of 1, 2, 3, 4%, 5, 6, (12) em-
ployee training & development.

Skill in 7

Ability to 8, 9, 10, 11 (13) use proper re-
search methods in gathering data.

Knowledge of 2, 4%, 5, 6
Skill in 7
Ability to 8,9, 10,11, 13

*developed after employment
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