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			This position description serves as the official classification document of record for this position. Please complete the information as accurately as you can as the position description is used to determine the proper classification of the position.




	

		2. Employee's Name (Last, First, M.I.)
	8. Department/Agency

	
	STATE POLICE

	3. Employee Identification Number
	9. Bureau (Institution, Board, or Commission)

	
	Office of the Director

	4. Civil Service Position Code Description
	10. Division

	Departmental Analyst-A
	

	5. Working Title (What the agency calls the position)
	11. Section

	Quality Assurance Analyst
	Records Resource Section

	6. Name and Position Code Description of Direct Supervisor
	12. Unit

	GACKSTETTER, LANCE E; STATE ADMINISTRATIVE MANAGER-1
	Records Compliance Unit

	7. Name and Position Code Description of Second Level Supervisor
	13. Work Location (City and Address)/Hours of Work

	HAWKINS, CHRISTOPHER J; SENIOR MANAGEMENT EXECUTIVE
	7150 Harris Drive, Dimondale, Michigan 48821 / Monday – Friday, 8am – 5pm




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		This position is the recognized resource and Quality Assurance Analyst for the Records Resource Section.  It is responsible for completing complex professional research and analysis assignments related to the Freedom of Information Act (FOIA). This position will conduct research and complete quality assurance inspections of section operations. The position will use the information discovered during research and quality inspections to develop and implement a quality management program for the Michigan State Police Records Resource Section (RRS). This position will evaluate and recommend program changes that increase operational efficiencies and compliance with the statutory requirements of the FOIA. This position must maintain an expert-level knowledge of all statutory requirements and best practices related to the program area. To improve compliance with the statutory requirements of the FOIA, this position will create and implement internal and external educational programming and training curriculum and present to audiences of all sizes. This position is required to perform duties in a bias free manner.



	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

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

List the duties from most important to least important. The total percentage of all duties performed must equal 100 percent.




	
			Duty 1

	General Summary:
	Percentage:
	50

	Research, develop, and implement a quality management program for the Michigan State Police Records Resource Section.

	Individual tasks related to the duty:
	
	

	·  Research, establish, and administer methodologies for evaluating the processing of Freedom of Information Act (FOIA) requests received by the Michigan State Police. 
· Design, implement, evaluate, and maintain quality control and assurance methods based on program review, evaluation, and cost analysis ensuring that all statutory requirements are being met throughout the process. 
· Develop and implement early intervention processes that anticipate potential areas of non-compliance and act swiftly to isolate, remediate, and verify statutory compliance. 
· Research, design, and execute quality control inspections to identify and remediate issues within the program area. 
· Use and maintain computer databases to identify, collect, consolidate, retrieve, and analyze FOIA request data related to FOIA operations.  This data includes due dates, request time lines, redactions, accounting fees, etc. 
· Independently analyze FOIA request data and prepare action plans to address deficiencies and identify potential barriers to ongoing program success. 
· Design and conduct surveys or special studies to determine program needs and to assist in planning, implementing, and evaluating programs changes. 

	Duty 2

	General Summary:
	Percentage:
	20

	Design and implement program changes that increase operational efficiencies and compliance with the statutory requirements of the program area.

	Individual tasks related to the duty:
	
	

	· Analyze on-going FOIA program operations and recommend modifications of section policies and procedures to achieve greater efficiency and accuracy. 
· Analyze FOIA request data, conduct independent research, and update program policies and procedures, operational manuals, supporting instructions, program forms, resources, online documentation, and internal systems. 
· Using data captured during the quality assurance functions, develop written quality improvement plans and recommend alternative strategies to address and resolve a variety of issues and problems including the assignment and completion of work within the section. 
· Maintains the section’s policies and procedure manuals, conducting a review at least once yearly and recommending improved standards and guidelines to improve program business processes. 
· Calculate, maintain, and report out section metrics, establish program goals, and track progress towards the accomplishment of worksite goals.

	Duty 3

	General Summary:
	Percentage:
	20

	Design and implement internal and external training & educational programming that contributes to increased compliance with the statutory requirements of the program area. 

	Individual tasks related to the duty:
	
	

	· Develop and maintain documentation related to the training, onboarding, and ongoing professional development of the section’s members. 
· Maintain oversight of the training process for all new hires ensuring staff are properly trained and have the necessary job knowledge to successfully complete their assigned job duties. 
· Develop, present, and maintain educational materials for presentation and dissemination to FOIA stakeholders. 
· Provide consultation to and coordinate with state agencies, federal partners, other law enforcement agencies, boards and commissions, private or public organizations, and communities. 
· Explain statutory FOIA requirements in group settings to employees at all levels within the agency and external stakeholders. 

	Duty 4

	General Summary:
	Percentage:
	10

	Assist the section manager and the assistant FOIA coordinators.

	Individual tasks related to the duty:
	
	

	· Participate in department meetings and serve on department wide task forces to ensure that FOIA concerns are considered and addressed. 
· Prepare affidavits and testify in court as needed. 
· Coordinate the completion of records requests with other members of the section. 
· Complete special projects as assigned. 
· Evaluates contracts for compliance with department policies and procedures and statutory requirements. 
· Perform research on complex statutory laws, case law, regulations, policies, and procedures impacting records and their release. 
· Monitors proposed and enacted legislation and court decisions and access their impact on Records Resource Section operations. 
· Other duties as assigned.









	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

	
		16. Describe the types of decisions made independently in this position and tell who or what is affected by those decisions. 




	
	

		This position must ensure compliance with applicable laws, rules, and written directives. Significant independent research will be required to identify and analyze multiple courses of action before recommending the best course of action. This position will independently determine methodologies to evaluate program data and draft written recommendations that rely on relevant case law and industry best practice. Members of the section will rely on the product of this position to complete their work in compliance with statutory requirements of the FOIA. Internal and external stakeholders will be affected by the decisions made in the position. Failure to comply with statutory requirements may result in litigation, bad press, and poor customer service. 






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		Any conflicting or unclear rules, policies, procedures, or case law must be discussed with section management. Edits to section policies or procedures must be reviewed by section management. Decisions that have a financial impact or relate to ongoing or anticipated litigation must include section management. 






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		18. What kind of physical effort is used to perform this job? What environmental conditions in this position physically exposed to on the job? Indicate the amount of time and intensity of each activity and condition. Refer to instructions.




	
	

		Physical activities: prolonged sitting at a computer (95% of the day), standing at a copy machine to duplicate training materials, carrying training materials (up to 20 pounds), and training room setup (moving tables and chairs) Mental stress due to daily work volume, statutorily mandated response times, and disturbing subject materials including crime scene reports, photos, audio, and video. Travel to training, meetings with external worksites, and occasional court ordered appearances in a state vehicle (driver license required).






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			19. List the names and position code descriptions of each classified employee whom this position immediately supervises or oversees on a full-time, on-going basis.




	
	
	

		Additional Subordinates



	

	
	
	

	
		



	

	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
			20. This position's responsibilities for the above-listed employees includes the following (check as many as apply):




	
	
	
	
	
	
	
	
	

	
		N



	
		Complete and sign service ratings.



	
		N



	
		Assign work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
		N



	
		Provide formal written counseling.



	
		N



	
		Approve work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
		N



	
	
	

	
		N



	
		Approve leave requests.



	
	
	
		Review work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
		N



	
		Approve time and attendance.



	
		N



	
		Provide guidance on work methods.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
		N



	
		Orally reprimand.



	
		N



	
		Train employees in the work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
			22. Do you agree with the responses for items 1 through 20? If not, which items do you disagree with and why?




	
	

	
		Yes






	

	
	
	
	
	
	
	
	
	
	
	

	
			23. What are the essential functions of this position?




	
	

	
		This position is the recognized resource and Quality Assurance Analyst for the Records Resource Section.  It is responsible for completing complex professional research and analysis assignments related to the Freedom of Information Act (FOIA). This position will conduct research and complete quality assurance inspections of section operations. The position will use the information discovered during research and quality inspections to develop and implement a quality management program for the Michigan State Police Records Resource Section (RRS). This position will evaluate and recommend program changes that increase operational efficiencies and compliance with the statutory requirements of the FOIA. This position must maintain an expert-level knowledge of all statutory requirements and best practices related to the program area. To improve compliance with the statutory requirements of the FOIA, this position will create and implement internal and external educational programming and training curriculum and present to audiences of all sizes. This position is required to perform duties in a bias free manner.






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		No changes since last review.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			25. What is the function of the work area and how does this position fit into that function?




	
	

	
		The Michigan State Police Records Resource Section (RRS) is responsible for responding to the 27,000 requests for records received by the MSP annually. The RRS responds to Freedom of Information Act (FOIA) requests, interdepartmental requests, and civil, non-party subpoenas. This position ensures the RRS is compliant with all statutory requirements of the FOIA and the related records statutes. In addition to processing records requests, the RRS is responsible for the maintenance of the department’s records retention and disposal schedules and related records management functions. 






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			26. What are the minimum education and experience qualifications needed to perform the essential functions of this position.



	

	
	
	
	
	
	
	

		EDUCATION:



	
	
	
	
	

	
	
	
	
	
	
	

		Possession of a bachelor’s degree in any major.





	
	
	
	
	
	
	

		EXPERIENCE:



	
	
	
	
	

	
	
	
	
	
	
	

		
Departmental Analyst 12
Three years of professional experience, including one year of experience equivalent to the experienced (P11) level in state service.

Alternate Education and Experience

Departmental Analyst 9 - 12
Educational level typically acquired through completion of high school and the equivalent of at least two years of full-time active-duty experience at or above the E-6 level in the uniformed services may be substituted for the education requirement.




	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		· A minimum of three years of experience responding to public records requests under the Freedom of Information Act is preferred. 
· Knowledge of the principles and practices of research and analysis. 
· Knowledge of the tools of management, such as methods development, procedural manuals, training materials, operating controls, records and reports, and studies applicable in evaluating programs or services. • Knowledge of the legislative process and governmental organization and structure. 
· Ability to analyze, synthesize, and evaluate a variety of data for use in program development and analysis. 
· Ability to analyze and assess operations from the standpoint of management controls, systems, and procedures. 
· Ability to establish program or service procedures, policies, or guidelines and to relate these to objectives. 
· Ability to organize, evaluate, and present information effectively. Ability to interpret laws, rules, and regulations relative to the work. Ability to formulate plans, procedures, and controls in a program or service area.




	
	
	
	
	
	
	

		CERTIFICATES, LICENSES, REGISTRATIONS:



	
	
	

	
	
	
	
	
	
	

		N/A




	
	
	
	
	
	
	

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



	
	

	
	
	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
	
		
	
	
	
	

	
		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



	
		Date



	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
		TO BE FILLED OUT BY APPOINTING AUTHORITY



	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
		
	
	

	
		Indicate any exceptions or additions to the statements of employee or supervisors.



	

	
	
	

	
		N/A



	

	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
		
	
	
	
	

	
		I certify that the entries on these pages are accurate and complete.



	

	
	
	
	
	

	
		JENNIFER GRAY



	
		7/15/2024



	

	
	
	
	
	

	
		Appointing Authority



	
		Date



	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
		
	
	
	
	

	
		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.



	

	
		



	
	
	

	
	
	
		



	

	
	
	
	
	

	
	
	
	
	

	
		Employee



	
	
	

	
	
	
		Date



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



