
OHIO DEVELOPMENT SERVICES AGENCY
EMPLOYMENT OPPORTUNITYPRIVATE 

Job Title:   Business Services Specialist
PN:  20011279
Job Classification:  Administrative Staff

Civil Service Status:  Unclassified, Exempt
Starting Salary:  $40,000 yr. + based on qualifications    (Electronic Payroll Direct Deposit Required)

Division:  Business Services


Location:  77 South High Street, 28th Floor

Supervisor:   Keith Jenkins - Manager, Reporting & Quality Assurance
DATE POSTED:  OCTOBER  21, 2015 
DEADLINE FOR APPLYING:  NOVEMBER 4, 2015   

	ALL applicants are strongly encouraged to address the position specific qualifications along with their application &/or resume & cover letter.  Those who do will have supplied position specific information which will enhance the presentation of their credentials.


Job Duties:  

The Reporting & Quality Assurance team is responsible for a number of functions related to data collection, verification & reporting for a large number of economic development incentives awarded by the State of Ohio to businesses, agencies & other organizations. This position works independently & with other team members in the administration of the annual collection of approximately 2,000 annual reports that detail job creation, investment & other performance metrics. Responsibilities include developing reports & processes in the information management system to distribute annual report forms to the proper organizations; resolving questions raised by companies on their annual reports; contacting companies who have not filed annual reports on time; identifying & tracking underperforming & non-compliant companies; performing data quality checks to ensure accurate program & project data is reflected in the information management system; recommending corrective action to leadership on non-compliant issues; assisting in carrying out activities related to the Ohio Attorney General’s annual compliance audit of over 250 economic development programs (e.g., reviews program files, prepares detailed spreadsheets, analyzes compliance, recommends remedial action, drafts correspondence); assisting in carrying out activities related to other data requests, both internal & potentially from other State agencies; assisting tax credit auditor in reviewing data for issuance of tax credit certificates; performing other duties as assigned.

This individual will also be responsible for demonstrating a commitment to customer service performance standards in alignment with agency’s promise to deliver service, support, & solutions to customers.
Position Specific Qualifications:

1. Bachelor’s Degree required, preferably in Economics, Mathematics or Public Policy/Affairs.
2. Strong organizational skills, accuracy & attention to detail, particularly when working with large amounts of data.
3. Previous experience reviewing documents for program compliance based upon program laws, guidelines & policies.
4. Experience drafting correspondence to, & interacting with, external customers.
5. Proficiency using database software & other data analysis tools.

6. Demonstrated experience in providing exceptional internal & external customer service.
7. Previous experience in loan &/or grant administration is preferred.

	The final candidate selected for the position will be required to undergo a criminal background check.  Criminal convictions do not necessarily preclude an applicant from consideration for a position.  An individual assessment of an applicant’s prior criminal convictions will be made before excluding an applicant from consideration.


TO APPLY, VISIT THE STATE OF OHIO WEBSITE AT:  http://careers.ohio.gov or http://ohiomeansjobs.com
Ohio Development Services Agency, Human Resources Office

77 South High Street, 27th Floor, Columbus, Ohio  43215

(614) 466-2072     Fax: (614) 644-9030

The State of Ohio is an Equal Opportunity Employer
