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		1.	Position Code
[bookmark: StartPosCode]INFOTMGRA90N

	
	State of Michigan
Civil Service Commission
Capitol Commons Center, P.O. Box 30002
Lansing, MI 48909
	

	Federal privacy laws and/or state confidentiality requirements protect a portion of this information.
	POSITION DESCRIPTION
	



	This form is to be completed by the person that occupies the position being described and reviewed by the supervisor and appointing authority to ensure its accuracy. It is important that each of the parties’ sign and date the form. If the position is vacant, the supervisor and appointing authority should complete the form.
This form will serve as the official classification document of record for this position. Please take the time to complete this form as accurately as you can since the information in this form is used to determine the proper classification of the position.
THE SUPERVISOR AND/OR APPOINTING AUTHORITY SHOULD COMPLETE THIS PAGE.

		2.	Employee’s Name (Last, First, M.I.)

		8.	Department/Agency
Department of Technology, Management & Budget

		3.	Employee Identification Number

		9.	Bureau (Institution, Board, or Commission)
Agency Services Supporting DHHS

		4.	Civil Service Classification of Position
Information Technology Manager-3
		10.	Division
Data, Analytics, & Visualization

		5.	Working Title of Position (What the agency titles the position)
ITM14 – Child Support
		11.	Section
Reporting

		6.	Name and Classification of Direct Supervisor
Jason Wymer, SAM15
		12.	Unit
Child Support

		7.	Name and Classification of Next Higher-Level Supervisor
Vacant (Weber), SDA17
		13.	Work Location (City and Address)/Hours of Work
Grand Tower, 235 S Grand Ave, Lansing, MI 48933
Monday-Friday 8:00am-5:00pm varied / Hybrid schedule

		14.	General Summary of Function/Purpose of Position
This position functions as a first line manager in a complex work area. It supervises the activities of Information Technology staff, both full-time employees and contract, that are involved in the development of highly complex and sensitive computer applications in a volatile environment. The Child Support team is responsible for all aspects of requirements definition, Extract, Transform, and Load (ETL) development, and Business Intelligence (BI) development in the context of MDHHS program data. The Child Support team has responsibility for analysis and reporting on program areas including, but not limited to, Family Independence Program (FIP), Refugee Cash Assistance, State Disability Assistance (SDA), Food Assistance Program (FAP), Healthy Michigan Program and Medicaid, State Emergency Relief (SER), and Child Development and Care (CDC). The position interacts with and leads the team in providing information and solutions to MDHHS Office of Inspector General, Compliance Division, Accounting, Budget, Policy, CEPI, MDE, LARA, State Budget Office, Legislature, Media, and Administrative and Court Hearings.  It is also the responsibility of this position to ensure projects are clearly defined, develop the structural framework in which the team designs and implements systems, and select and train staff.

	For Civil Service Use Only






	15.	 Please describe assigned duties, percent of time spent performing each duty, and explain what is done to complete each duty.
		List duties in the order of importance, from most to least important. The total percentage of all duties must equal 100%.

	Duty 1
General Summary of Duty 1:   50% of Time	 
Provide overall supervision, performance monitoring, professional development, and control of the functions and activities being performed by the team.

	Individual tasks related to the duty.
· Perform quarterly review with staff members on yearly defined performance metrics, competencies, professional development plans, and career goal objectives. 
· Perform annual review of staff performance and provide ratings for each competency, overall performance rating, and feedback to employees. 
· Plan and develop cost/schedule estimates, human and hardware resource requirements, work plans, projections, and presentations that realistically and accurately reflect the staff’s ability to meet new commitments.
· Direct, coordinate, monitor, and supervise staff in the development of IT solutions to meet Agency needs and goals.
· Review project work plans with management and staff to establish target dates and determine which techniques will be used (i.e. design architecture, platform, etc.).
· Monitor project activity and direct action to facilitate prompt and timely completion.
· Provide management with a regular status of all projects to assure effective attainment of Agency objectives.  
· Make presentations to senior management and recommend new or existing applications and features.
· Establish/Oversee the monitoring/review of production systems performance to ensure it meets OLA/SLA requirements.

	Duty 2
General Summary of Duty 2:   20 % of Time
Define the structural framework by which staff can design the application. Keep abreast of current/emerging technologies, methodologies, and frameworks.

	Individual tasks related to the duty.
· Establish internal team SOPs that staff must reach to achieve objectives. Measure performance against these standards.
· Develop/Recommend standards and procedural/form changes as they relate to project planning, procedures and policy; coordinate with management. Coordinate the implementation of procedural and standard changes with staff.
· With staff, define necessary tasks to design a system that will provide maximum usefulness and benefit to the user community while utilizing cost effective software/hardware methods.
· Develop internal team standards and procedures for implementing and maintaining applications
· Ensure policies, procedures and data processing standards are adhered to.

	Duty 3
General Summary of Duty 3:   20% of Time
Review service and maintenance requests from users. Ensure projects are clearly defined. Assign tasks to staff for review, action, and documentation. Approve new system specifications and modifications to existing systems resulting from development efforts.

	Individual tasks related to the duty.
· Meet with users for clarification and elaboration to clearly define the problem and conceptualize a development plan.
· Ensure users have clear objectives and understand responsibilities in accordance with systems methodology.
· Ensure the scope of all new development projects or major enhancements are economically justified, operationally feasible, and cost effective. Ensure hardware, software, and human resources are sufficient to meet needs of proposed projects. Ensure solutions are focused on problems, not symptoms, and the project/enhancement improves efficiency of operations and provides control/management of desired project objectives.
· Make appropriate recommendations to users and management.
· Review and approve the results of testing and implementation plans.
· Review with other DTMB organizations regarding special requirements for testing or implementing systems.
· Provide leadership in the development of alternative solutions to problems and recommend necessary courses of action to achieve desired objectives.

	Duty 4
General Summary of Duty 4:   5% of Time
Select and train staff for the team.

	Individual tasks related to the duty.
· Interview prospective staff for employment within the division.
· Onboard new staff and establish 3-, 6-, and 12-month objectives to integrate them into the team
· Coordinate and provide training of project staff.
· Recommend advancement of project members and provide them with further opportunities for development

	Duty 5
General Summary of Duty 5:   5% of Time
Perform special assignments as required.

	Individual tasks related to the duty.
· Lead an agency or division task force.
· Perform other assignments as requested.
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	16.	Describe the types of decisions you make independently in your position and tell who and/or what is affected by those decisions. Use additional sheets, if necessary.
Decisions to be made include, but are not limited to: project implementation approval, staff schedules, system problem resolution, resource allocation for special projects, priority setting for overlapping staff assignments, team effectiveness/efficiency, and establishment and recommendation of standards and procedures for emerging technology.  The effectiveness of management/administration techniques is depicted through the achievement of DTMB/Agency objectives and the lack of problems.  If desired results are not obtained, alternative courses of action are developed.  Decisions made can affect area staff, other division staff, customers (central office, Agency management, local office staff, other Agencies and the public) with consequences involving inappropriate Agency management decisions based on incorrect information.

		17.	Describe the types of decisions that require your supervisor’s review.
· Review own work to ensure it follows DTMB/Agency policies, procedures, and standards, and project objectives.
· Assistance is requested from the area manager when direction or decisions are required that are above the level of responsibility for this position.
· The division manager reviews the results of special assignments performed for him/her.
· The division director reviews recommendations for organization change, equipment, and/or technology acquisition.

		18.	What kind of physical effort do you use in your position? What environmental conditions are you physically exposed to in your position? Indicate the amount of time and intensity of each activity and condition. Refer to instructions on page 2.
Position is within an office environment. Use of personal computer using keyboard and mouse.
A minimum effort may be required to walk or drive to other locations. Majority of work is performed sitting at a workstation suitable for a personal computer or attending meetings in standard conference room settings.
This position is subject to stress and pressure to resolve problems quickly and effectively.

		19.	List the names and classification titles of classified employees whom you immediately supervise or oversee on a full-time, on-going basis. (If more than 10, list only classification titles and the number of employees in each classification.)

	NAME
	CLASS TITLE
	NAME
	CLASS TITLE

	Keeton Laidlaw
	ITS14
	Sharon Morrow
	ITPA11

	Raul Lucas
	ITPA12
	Heather Niklas
	ITPA11

	Sheryll Miller
	ITPA12
	
	

		20.	My responsibility for the above-listed employees includes the following (check as many as apply):
 Y	Complete and sign service ratings.	 Y	Assign work.
 Y	Provide formal written counseling.	 Y	Approve work.
 Y	Approve leave requests.	 Y	Review work.
 Y	Approve time and attendance.	 Y	Provide guidance on work methods.
 Y	Orally reprimand.	 Y	Train employees in the work.

		21.	I certify that the above answers are my own and are accurate and complete.
 		 		
	Signature			Date


NOTE: Make a copy of this form for your records.
	

TO BE COMPLETED BY DIRECT SUPERVISOR
	22.	Do you agree with the responses from the employee for Items 1 through 20? If not, which items do you disagree with and why?
Yes, prepared by management.

		23.	What are the essential duties of this position?
The duties of this position include directing the activities of staff providing operational and development support for all supported agency applications and projects; managing and coordinating activities by scheduling work assignments, setting priorities, and directing the work of information technology specialists and analysts

Required Competencies: Adaptability, Building a Successful Team, Building Strategic Working Relationships, Building Trust, Coaching, Customer Focus, Delegating Responsibility, Facilitating Change, Gaining Commitment, Leading Through Vision and Values, Managing Conflict, Planning and Organizing, Strategic Decision Making, Stress Tolerance, Work Standards

		24.	Indicate specifically how the position’s duties and responsibilities have changed since the position was last reviewed.
There have been no changes.

		25.	What is the function of the work area and how does this position fit into that function?
Each area within the Division develops implements and maintains the automated data processing systems required by the Bureau and Offices within the Department of Health and Human Services.  It must perform these activities in compliance with ever changing State and Federal regulations and mandated legal priorities and deadlines while adhering to prevailing agency policy/procedures/standards and maintaining operation effectiveness.  This position is part of the staff needed to develop and support system applications.
Warehousing Support is responsible for data warehousing and business intelligence activities for the Department of Health and Human Services.  We seek to ensure that our solutions help support the goals of making SOM one of the most efficient and responsive governments in the world by providing the data needed to support effective and timely decision making.  
The Team Supervisor will provide overall supervision and control of the functions and activities being performed by the DW team.

		26.	In your opinion, what are the minimum education and experience qualifications needed to perform the essential functions of this position?

	EDUCATION
Possession of a bachelor's degree with not less than 21 semester (32 term) credits in one or a combination of the following: computer science, data processing, computer information systems, data communications, networking, systems analysis, computer programming, information assurance, IT project management, or mathematics.

	EXPERIENCE
Four years of professional experience equivalent to an Information Technology Infrastructure, Programmer/Analyst, or IT Project Coordinator P11 or one year equivalent to an Information Technology Infrastructure, Programmer/Analyst or IT Project Coordinator 12 OR Four years of experience as a computer programming supervisory or Information Technology Supervisor.

	KNOWLEDGE, SKILLS, AND ABILITIES
KNOWLEDGE OF:
· Principles and techniques of management, communication, organization, and planning.
· Systems analysis techniques, problem/need identification and assessment, objective/goals definition, and system testing, implementation, and performance review.
· State/Federal legal requirements, privacy and security laws, and agency programs and policy objectives.
SKILLED IN:
· Strong management and leadership skills with a proactive participative management style
ABILITY TO:
· Instill and reinforce a strong customer service and business-oriented ethic in the entire team
· Balance between data needs and requirements for action
· Maintain control of the environment in high-pressure situations
· Remain aware of technological advances, as well as the willingness and ability to pursue and support that technology on behalf of the Agency
· Work well and productively, always projecting a positive outlook in a fast-paced, sometimes stressful environment

	CERTIFICATES, LICENSES, REGISTRATIONS
Duties may require use of a personal vehicle. 

	NOTE: Civil Service approval of this position does not constitute agreement with or acceptance of the desirable qualifications for this position.

		27.	I certify that the information presented in this position description provides a complete and accurate depiction of the duties and responsibilities assigned to this position.

	 		 		
	Supervisor’s Signature			Date

	TO BE FILLED OUT BY APPOINTING AUTHORITY

		28.	Indicate any exceptions or additions to the statements of the employee(s) or supervisor.

		29.	I certify that the entries on these pages are accurate and complete.
 		 		
	Appointing Authority’s Signature			Date
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