Proposed Administrative Structure and Job Descriptions for Staffing
1. Executive Director (full time):
a. day-to-day supervision of the Commission staff; 
b. direct liaison between the full-time staff and the Commission;

c. hiring full-time staff (with appropriate oversight by the Organization and Administration Committee and the co-chairs);
d.  organizing and coordinating the work of the Commission staff.  
2. [Senior Policy Advisor] (part time):  
a. provide support directly to the Commission and its Committees on constitutional, policy, operational, and technical issues;

b. assist in:

i. the development of Commission and Committee meeting agendas;

ii. the development and implementation of methods for assuring that Commission members can communicate efficiently with each other, with staff, and with the public;

iii. the development and implementation of methods for educating the public about the work of the Commission and for obtaining public input; 
iv. the development of a plan for presenting Commission’s recommendations to the General Assembly and to the voters, and; 
v. the development and implementation of ways to enhance volunteer resources. 
3. Legal Counsel (full time):  
a. reports to the Executive Director but will working closely with the Executive Director and the person currently referred to as “Senior Policy Advisor”;

b. responsible for providing legal and other research to support the work of the Commission and its Committees, including including the preparation of materials for committee consideration and the drafting of committee reports; 
c. will work closely with the the Executive Director and the person currently referred to as “Senior Policy Advisor” in engaging in legal and other research and in developing volunteer resources from Ohio's legal and law school communities
d. will provide, with support from the Office of the Attorney General, guidance to Commission, especially public members, on the requirements of Ohio's Open Meetings and Public Records laws.  

4. Director of Communications (full time). 
a. reports to the Executive Director but will work closely with the the person in the position currently named “Senior Policy Advisor”;

b. responsible for: 
i. developing and implementing (with guidance from the Public Education and Information Committee) a communications plan for the Commission, including

ii. setting up and coordinating public hearings, 
iii. developing and overseeing the website (with appropriate technical assistance from the LIS or other entities), 
iv. preparing electronic and/or other newsletters, 
v. making full use of various communications media, 
vi. issuing press releases regarding the activities of the Commission, 
vii. serving as the liaison with traditional and other media outlets, including editorial boards, and related activities.
5. Administrative Assistant (full time): 

a. reports to the Executive Director;

b.  will provide staff support for the full-time and part-time Commission staff; and 
c. Will perform the duties traditionally assigned administrative assistants.  
