Job Family:  13-0000  Business and Finance

OCCUPATIONAL GROUP CHARACTERISTICS


Business Operations


This Occupational Group is in the Job Family “Business and Finance.”


Description:  This is office work in a business setting, utilizing defined processes and procedures drawn from a body of law to provide services, and/or to examine processes, trends and work environments, continually improving efficiencies within the organization.  This work may occur either in a support role such as administration, or in an operational role primary to the organizational mission.


Primary Performance Factors: The Occupations within the Business Operations Occupational Group may have up to five different performance levels.  When determining the level of a position within the Business Operations Occupational Group, the following performance factors should be considered:
· Knowledge,
· Skill,
· Complexity,
· Decision-making.


Performance levels typically associated with each Level:

Level 1:  This is entry-level work performing routine tasks under direct supervision.  The job requires minimal skill, common sense knowledge and a basic understanding of business vocabulary and arithmetic.

Level 2:  This is intermediate level work.  At this level, employees may perform a full range of assignments under general supervision or perform a narrow range of assignments independently under limited supervision.  The work requires applying a general knowledge of business practices to a variety of practical situations.  The employee must use skill in applying instructions to accomplish different job functions or in operating machines for a variety of different purposes.

Level 3:  This is full performance level work, and/or front-line supervisory work.  At this level, employees independently perform a full range of assignments under limited supervision.  The work requires applying an extensive knowledge of business practices and procedures in order to work from general instructions to adapt and apply knowledge in a variety of complex situations, and in recommending solutions to problems of a specialized or general nature.  Requires skill in analyzing and interpreting data, policy and procedures or in using equipment in order to arrive at logical conclusions or recommendations.  Employee must use initiative and creative planning in devising new methods and approaches to major problems. Supervisors at this level may not supervise other supervisors.


Level 4:  This is advanced level work, and/or front-line supervisory work.  At this level, employees independently perform the most complex and difficult assignments under limited supervision.  The work requires applying a logical or scientific understanding of business practices and procedures in order to analyze and resolve problems of a specialized or professional nature in a particular field, or in a wide range of applications.  The employee must exhibit skilled decision-making techniques in evaluating, planning or integrating analysis of data to formulate solutions, strategies, policies or recommendations of a specialized or technical nature. Supervisors at this level may not supervise other supervisors.

Level 5: This is the most advanced level of professional work within the Business Operations Occupational Group. At this level, employees independently provide analysis, consultation, and policy guidance on the most complex issues related to the administration of the state government enterprise. This work requires a strong understanding of relevant statutes and administrative rules as well as the ability to accurately apply them to complex situations consistently across multiple state agencies. These positions require strong analytical and communication skills with the ability to convey complex concepts to individuals across all agencies and levels within the State Personnel System (SPS). Positions at this level assist in formulating, analyzing the impact of, and enforcing policies that apply to agencies across the enterprise. This level only applies to positions that are responsible for developing policies that apply to all agencies within the SPS; provide consultative services to all agencies within the SPS; and provide oversight to the administration of statewide policies to all agencies within the SPS. Supervisors at this level may not supervise other supervisors.

Position designators valid within each Level:

Level 1:	FLSA EAP Duties Test: Included
			Collective Bargaining Unit(s): 01, 03, 05, 89
			Equal Employment Opportunity Category (ies): 02, 03, 05, 06, 08
		Special Risk: No

Level 2:	FLSA EAP Duties Test: Included
			Collective Bargaining Unit(s): 01, 05, 09, 86, 87, 89
			Equal Employment Opportunity Category (ies): 02, 03, 05, 08
		Special Risk: No

Level 3:	FLSA EAP Duties Test: Excluded
			Collective Bargaining Unit(s): 01, 05, 09, 11, 86, 87, 89
			Equal Employment Opportunity Category (ies): 02, 03
		Special Risk: No

Level 4:	FLSA EAP Duties Test: Excluded
			Collective Bargaining Unit(s): 01, 05, 09, 87, 89
			Equal Employment Opportunity Category (ies): 01, 02
		Special Risk: No 

Level 5:	FLSA EAP Duties Test: Excluded
			Collective Bargaining Unit(s): 89
			Equal Employment Opportunity Category (ies): 01, 02
		Special Risk: No 



EFFECTIVE:	11/01/2024: Added Level 5, Changed “Overtime” to “EAP Duties Test”
History:		05/23/2003
			07/01/2002
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