
Page 1 of 2   http://www.in.gov/spd/files/job_titles.pdf 
 

 

 
STATE OF  
INDIANA 

CLASSIFICATION 
SPECIFICATION 

Class Title:  
Operations Analyst 1 

Class Code: 
001CE1 

FLSA Status: 
Exempt 

Salary Schedule: 
RDS 

Effective Date: 
12-12-14 

Summary: 
Incumbent has an integral part in effectuating solutions in such divergent 
areas as top-level strategy, planning, forecasting, budgeting, resource 
allocation, performance measurements and scheduling.  The incumbent is 
responsible for envisioning, developing and providing innovative improvement 
strategies. 

 
Duties: 

• Analyzes business processes, business rules, methods of data acquisition and data application 
for advancement of business practices, operational performance enhancement and resource 
allocation; 

• Presides over methodic, non-routine examinations of office specific data through advanced 
analysis routines, queries and scripts;  

• Presents the findings/recommendations through the development of custom reports, charts and 
maps; 

• Works with Information Technology on the administration of analysis packages including data 
loading/unloading, error message interpretation, SQL statement development, script updating, 
mass editing of datasets and software database performance analysis; 

• Manages all the activities of subordinates including interviewing/selecting applications, assigning 
work, scheduling training, evaluating and administering disciplinary action;   

• Investigates new/existing technologies and business practices for practical and feasible 
implementation into divisional workflow and work with Information Technology for implementation; 

• Performs related duties as required. 
 
Job Requirements: 

• Broad knowledge of operational, mathematical, analytical and/or statistical research techniques; 
• Broad knowledge of multiple regression or multivariate analysis, measurement and testing, and 

interview methods and questionnaire design; 
• Ability to communicate and coordinate technical needs;  
• Ability to understand and comprehend both written and verbal instructions dealing with technical 

and abstract theories; 
• Ability to determine proper research methods to use, collect appropriate data and draw 

conclusions; 
• Extensive knowledge of the agency mission and administrative policies; 
• Extensive knowledge of computer and software programs and the ability to utilize these skills; 
• Ability to take abstract concepts and formulate physical models; 
• Effectively communicate, both orally and in writing; 
• Excellent problem solving and analytical skills; 
• Ability to research and document findings; 
• Ability to formulate sound recommendations and make appropriate decisions with consideration 

of potential impact on agency/division statewide; 
• Ability to effectively prioritize a variety of projects/functions; 
• Ability to establish and maintain effective working relationships with all levels of management; 
• Ability to work independently; 
• Ability to organize thoughts and ideas in a logical manner; 
• Ability to plan and organize the work of other employees. 

 
Difficulty of Work: 
Incumbent must exercise considerable judgment in developing appropriate research tools and designing 
and implementing research projects.  Extensive judgment must be used in interpreting and applying the 
research findings to organizational goals and objectives.  Reports, records, and/or technical evaluations 
formulated by incumbent can have a significant impact.  Incumbent must remain cognizant of the potential 
impact of decisions/recommendations on the agency, as well as any precedent that may be set.  The job 
is very complex, involving changing departmental programs and/or the development of new programs.   
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Responsibility: 
Incumbent reviews and analyzes problem or issue to be researched and develops principles and 
techniques to implement research projects.  Uses research findings to develop reports, records and 
evaluations relative to research projects that will be used in setting sectional, divisional and departmental 
operational performance goals and indexes (OPI), establishment of best business practices, creation of 
treatment schemas and development of new processes.  Incumbent coordinates hardware, software and 
database configurations with Information Technology, consultants, vendors, office representatives and/or 
government personnel as necessary.  Incumbent works independently following general objectives with 
no technical instruction or supervision. 
 
Personal Work Relationships: 
Works with agency personnel, consultants, vendors and other state employees to gather information, 
develop methods, policies and procedures and present findings.   
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