490-000U

POSITION
DESCRIPTION

AGENCY/DEPT ID

ODA/AGE911000

EXECUTIVE

DIVISION OR INSTITUTION

UNIT OR OFFICE

COUNTY OF EMPLOYMENT
FRANKLIN

&Reclassification

|:|New Position |:| Update

Position Hyperlinkedto  []

Agency Organizational Tree

USUAL WORKING TITLE OF POSITION
Administrative Professional 4

POSITION NO. AND TITLE OF IMMEDIATE SUPERVISOR
20019674 — Assistant Director 2

POSITION NUMBER
20019705

X Permanent
[] Temporary
] Intermittent

X Classified Overtime: [] Eligible

[] Unclassified | If FLSA Exempt, exemption type:

X Exempt

Bargaining Unit
22E
Page 1 of 2

NORMAL WORKING HOURS (Explain unusual or rotating shift):

JOB TITLE
Administrative Profession 4

30

JOB CODE
16874

in support of Executive Division staff & other ODA staff, as directed:
receives & responds to correspondence involving requests for general
or specific information; coordinates Executive Division’s operation of
GoVvQA electronic constituent response process, including disseminating
inquiries & tracking to ensure timely responses; independently makes
decisions to resolve specific problems; drafts & processes correspond-
ence of confidential nature; develops & issues notices as directed; rep-
resents supervisor at meetings as requested; acts as liaison between
Executive Division & other ODA Divisions, Area Agencies on Aging
(AAA) &/or other state agencies.

Assist legal staff with scheduling hearings for legal staff (including coor-
dinating multiple calendars with attorneys, parties, hearing officers, con-
sumers and communicating with the same); coordinates scheduling and
correspondence for legal team; maintains & updates files (e.g., provider
certification/discipline files); edits/proofreads proposed rule changes;
uploads rule changes; provides first review of contracts and/or grants for
minimum requirements; creates contract/grant review manual; redacts
reports/documents; assists with production of public records requests;
processes hearing requests and inquiries by applying statutory and reg-
ulatory eligibility requirements; assists staff attorneys in processing ad-
ministrative appeals and related filings with courts, including actions
against providers; assists staff attorneys with processing and respond-
ing to public records requests; indexes and scans documents in accord-
ance with public records law.

FROM:8:00AM TO: 5:00PM

JOB DESCRIPTION AND WORKER CHARACTERISTICS
% Job Duties in Order of Importance Knowledge, Skills & Abilities
30 | Under direction of Program Administrator 2 performs non-routine duties

Knowledge of: (1) legislative/administrative
rule processes*; (2) legal research; (3) legal
terminology; (4) legal issue recognition; (5)
case & statutory interpretation; (6) legal anal-
ysis; (7) law; state &/or federal laws & rules
applicable to assigned department*; (8) court
filing procedures; (9) legal communication;
(10) rules of evidence. Skill in: (11) use of
personal computer, typewriter, photocopier,
video display terminal & other office equip-
ment*. Ability to: use proper research
methods in gathering data; deal with many
variables & determine recommended specific
course of action; prepare legal/procedural
materials & related information for review,
approval & signature &/or use by licensed
attorney; handle sensitive & routine inquiries
from & contacts with public, legal personnel,
business officials &/or clients.

Rank 2 same as Rank 1

(*)Developed after employment.

vised:

List Position Numbers & Job Titles of Positions Directly Super-

SIGNATURE OF AGENCY REPRESENTATIVE

DATE
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An Equal Opportunity Employer
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FROM:8:00AM TO: 5:00PM

JOB DESCRIPTION AND WORKER CHARACTERISTICS

%

Job Duties in Order of Importance

Knowledge, Skills & Abilities

30

JOB TITLE
Administrative Professional 4

10

JOB TITLE
16874

Performs routine administrative functions in support of Executive Divi-
sion staff & other ODA staff, as directed: screens & routes calls (includ-
ing providing constituents with information & assistance & processing
constituent calls through GovQA as appropriate), directs visitors to ap-
propriate staff; collects, distributes & processes mail, logs mail into mail
tracking system as appropriate & monitors disposition; maintains calen-
dars & schedules appointments; makes travel arrangements & process-
es reimbursements & other approved purchases; coordinates meetings
(including meeting space & set up, prepares agendas, provides materi-
als/copies, & coordinates speakers for meetings); transcribes notes &
takes meeting minutes as directed; conducts research and gathers in-
formation; coordinates completion & submission to HR of Executive divi-
sion bi-weekly payroll; processes performance evaluations (tracks &
submits to HR); acts as division fiscal liaison regarding budget, pur-
chases, supplies, registrations, subscriptions, etc.; operates & maintains
office equipment (e.g., copier/scanner/fax, desktop computer, printers,
audiophone & other conference room equipment); maintains filing sys-
tem for Executive Division.

Performs other duties as assigned: prepares records retention sched-
ules, coordinates division inventory & office equipment maintenance;
provides high quality customer service (i.e., as per ODA policy B-830,
division-specific customer service procedures, etc.) to internal & external
customers.

Rank 3 same as Rank 1

Rank 4 same as Rank 1

(*)Developed after employment.

vised:

List Position Numbers & Job Titles of Positions Directly Super-

SIGNATURE OF AGENCY REPRESENTATIVE | DATE
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