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1.
Position Code



	
	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

Technology, Management & Budget IT

	
3.
Employee Identification Number


	
9.
Bureau (Institution, Board, or Commission)

Agency Services supporting MDE, CEPI, MDCR, MCSC, & MiLEAP

	
4.
Civil Service Classification of Position

Information Technology Programmer Analyst 9
	
10.
Division

MDCR, MCSC, & MiLEAP/MDE & CEPI Infrastructure

	
5.
Working Title of Position (What the agency titles the position)

Database Administrator
	
11.
Section

Data, Infrastructure, & Analytics

	
6.
Name and Classification of Direct Supervisor

Wendy Potter, Information Technology Manager 14
	
12.
Unit

Data

	
7.
Name and Classification of Next Higher Level Supervisor

Bobbijo Bennett, State Administrative Manager 15
	
13.
Work Location (City and Address)/Hours of Work

702 W. Kalamazoo St., Lansing, MI                                            8:00 am – 5:00 pm, Monday – Friday

In-state remote work as optional

	
14.
General Summary of Function/Purpose of Position

This position supports the Center for Educational Performance and Information’s (CEPI) Statewide Longitudinal Data System (SLDS) by learning to document, integrate, analyze, and report on complex data from multiple state agencies. This work helps ensure accurate information about Michigan’s students, staff, and schools over time.

In a learning capacity, the position will:

· Follow established ETL processes, standards, and procedures while gaining hands‑on experience with data extraction, transformation, loading, and validation.

· Learn and apply quality assurance techniques to support accurate and reliable data outputs.

· Develop foundational skills in data manipulation and documentation practices.

· Work closely with senior database administrators to understand and support the environments that power the SLDS.

· Contribute to efforts that help CEPI meet federal reporting requirements and improve education policy decision‑making.

As part of the DTMB Customer Support Team, this position helps CEPI respond to the education data needs of schools, state agencies, and other stakeholders.

The role also assists in maintaining the database server environment by learning to:

· Monitor and support database server maintenance

· Ensure database backups are completed

· Observe and help maintain server performance levels



	For Civil Service Use Only



	
15.
Please describe your assigned duties, percent of time spent performing each duty, and explain what is done to complete each duty.



List your duties in the order of importance, from most important to least important.  The total percentage of all duties performed must equal 100 percent.

	Duty 1

General Summary of Duty 1
60% of Time

In a learning capacity, this position supports database development and deployment, performance monitoring, and troubleshooting activities for CEPI’s systems. The role focuses on building foundational skills while working closely with senior staff and developers. 

	Individual tasks related to the duty.

· Learn, follow and enforce database standards, policies & procedures.  
· Through continuous education, stay current with new technologies and standards through ongoing learning. Share findings with senior DBAs and apply relevant knowledge to assigned environments. 
· Monitor space allocation across databases and, under senior DBA direction, make adjustments in test and development environments according to predefined standards/guidelines.

· Help calculate disk space requirements for existing and/or new installations, working closely with a senior DBA.  

· Modify DBMS parameters based on capacity changes as determined by senior-level DBA.

· Under the authorization of a senior-level DBA:

· Learn and implement the strategy to release unused space or repair fragmentation in test and development environments.

· Learn to monitor and support database replication and High Availability Database environments.
· Learn, monitor and support database backup environments to ensure recoverability
· Execute (run) scripts provided by Systems Analysts or Database Architect/Designer for creating and modifying database objects (tables, views, constraints, indexes, etc.)

· Monitor database space utilization and report issues to senior level DBAs.  Resolve fragmentation in development and test environments.  

· Learn how to monitor database integrity checks.  Report integrity issues to senior level DBAs.

· Monitor development, test and production database environments for performance.  Notify senior-level DBAs about performance issues and participate in resolution

· Monitor database jobs and scheduled processes in development, test and production environments.  Notify senior-level DBAs and application support staff about any issues.  Participate in troubleshooting.  

· Agrees to follow all policy, standards and procedures of DTMB.

	Duty 2

General Summary of Duty 2
20% of Time

In a learning capacity, this role supports database consulting, the application of database standards and procedures, and the development, deployment, backup, and recovery activities that keep CEPI’s database environments stable and reliable. The position focuses on building foundational DBA skills while working closely with senior‑level staff.

	Individual tasks related to the duty.

· Creating schema objects — Assist in creating schema objects such as tables, constraints, indexes, views, and sequences for applications that interact with other systems.

· Writing triggers and procedures — Learn to write triggers and stored procedures that support application logic and business rules for systems that interface with other applications.

· Ensuring standards compliance — Support efforts to ensure strategies and applications follow State and agency policies, standards, and guidelines by participating in peer reviews with system specialists, experienced ITPAs, Enterprise Security, and other DTMB teams.


	Duty 3

General Summary of Duty 3
20% of Time
Agency and Application Support.

	Individual tasks related to the duty.

· Learning to resolve data conflicts — Learn how to identify data conflicts and assist in resolving them with guidance from senior DBAs.

· Keeping management informed — Keep the first‑line manager updated on progress, challenges, and any risks related to assignments and deadlines.

· Promoting code changes — Assist with promoting code to test and production environments for application developers while following established procedures.

· Performing additional assigned tasks — Carry out other tasks appropriate for this role as assigned.


	
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.

This position needs to make decisions on operational errors, handling unexpected problems associated with hardware or software, and locating and fixing system problems.


	
17.
Describe the types of decisions that require your supervisor’s review.

· Setting priorities

· Changing deadlines

· Deviations from practices, standards, or written policies

· Decisions affecting the budget and/or agency policy



	
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.

The position operates in a normal office environment.  Tasks can be completed routinely seated at a desk or by going to other floors within the building to collect business information.  This position is subject to stress and pressure to resolve problems quickly and effectively.

· Long periods of sitting, concentrating, and using computer keyboard and looking at screens.

· Occasional travel may be required by all mode of transportation, in state and out of state.

· Occasional overtime may be required.



	
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

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
20.
My responsibility for the above-listed employees includes the following (check as many as apply):


Complete and sign service ratings.

Assign work.


Provide formal written counseling.

Approve work.


Approve leave requests.

Review work.


Approve time and attendance.

Provide guidance on work methods.


Orally reprimand.

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?

Management prepared.

	
23.
What are the essential duties of this position?

Competencies: Customer Focus, Technical and Professional Knowledge and Skills, Communication, Decision Making, Building Strategic Working Relationships, Planning and Organizing Work, Innovation and Initiating Action. 

	
24.
Indicate specifically how the position’s duties and responsibilities have changed since the position was last reviewed.

This position is being lowered from an ITPA 12 to an ITPA 9 – P11 for growth opportunities.


	
25.
What is the function of the work area and how does this position fit into that function? 
The Data, Infrastructure, & Analytics Section of the Michigan Department of Technology Management and Budget develops, maintains, and implements all information technology systems required by The Center for Educational Performance and Information’s (CEPI).  It must perform these activities in compliance with ever changing State and Federal regulations and mandated legal priorities and deadlines while adhering to prevailing technology services policy/procedures/standards and maintaining operation effectiveness. This position is part of the support structure of a service-oriented organization supporting Education-related applications statewide.


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

	EDUCATION:

Possession of an Associate's degree with 16 semester (24 term) credits in computer science, data processing, computer information, data communication, networking, system analysis, computer programming, mathematics, and IT project management.

	EXPERIENCE:

No specific amount or type is required.   Equivalent combinations of education and experience that can be shown to provide the required knowledge, skills and abilities will be evaluated on an individual basis.

	KNOWLEDGE, SKILLS, AND ABILITIES:

Required:

· Knowledge or experience with relational database administration and database management concepts

· Knowledge or experience writing structured Query Language (SQL).  Ability to follow policies, standards, and procedures based on database concepts.

· Knowledge or education of information technology and network concepts.

· Skills in interpersonal relationships and communications.

· Ability to diagnose and resolve problems quickly.

· Ability to create oral and written communications.

· Ability to be organized, creative, adaptable to changing priorities, and dedicated to the security and data management responsibilities of the position. 

· Ability to show respect to all team members, actively contribute in team meetings and share information.



	CERTIFICATES, LICENSES, REGISTRATIONS:

Duties may involve the 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


Page 5

