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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

	VACANT
	DNR-NATURAL RESOURCES

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

	VACANT
	Natural Resources

	4. Civil Service Position Code Description
	10. Division

	Accounting Assistant-A
	Parks and Recreation

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

	Accounting Assistant
	Roscommon District

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

	JORDAN, MICAH; PARK AND RECREATION SUPV-4
	Tawas Point State Park/East Tawas State Dock

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

	PELLOW, JOSH; PARK AND RECREATION MANAGER-3
	686 Tawas Beach Rd East Tawas, MI 48730/ M-F - 8:00AM-4:30PM




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		This position serves as administrative support or Recognized Resource for park operations, harbor operations, boating access site programs, State Forest Campgrounds, and trails for both Tawas Point State Park, East Tawas State Dock and boating access sites.  The person in this position must have the ability to independently coordinate and organize clerical, bookkeeping, accounting, personnel, public relations and park and recreation activities at these locations.  This person also serves as liaison to staff and upper-level management, providing training, information, and guidance to employees for the efficient operation of these locations.   



	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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:
	35

	As the Recognized Resource, prepare code and submit invoices for payment through the current payment system. (SIGMA).  Track expenditures and reconcile discretionary and non-discretionary payments.  Track employee hours and salary and wages budgets.  Maintain VTS expenditures and submit monthly VTS information.  Prepare information for special projects and allotments.  Procure purchase orders, journal vouchers, and other documents as necessary.  Compile and order materials for special projects, employee uniforms, sanitary supplies, office supplies, fuel, etc.

	Individual tasks related to the duty:
	
	

	· Become proficient with purchasing and payment systems.  Become knowledgeable regarding current purchasing policies.
· Code and pay all bills for discretionary and non-discretionary expenses coming into the park/field office on a weekly basis.  Check documents for accuracy, comparing with current contract(s) and any bid information.
· Prepare and submit journal & inter-agency vouchers, where necessary.
· Run and distribute reports to assist the Park Supervisor/Manager in the preparation and tracking of various budgets.
· Maintain spreadsheets and compile reports on salary and wages expenditures, employee hours, expenditures for park expenditures, etc. using available software.  Reconcile using SIGMA.
· Help prepare information for reports.  Assist Park Supervisor/Manager and provide him/her with current information regarding purchasing.
· Reconcile and prepare information for procurement card transactions and expenditures using the current reconciliation procedures.  Run necessary reports for all purchases.
· Create and maintain a vendor file with necessary information regarding payments and processing.
· Audit all monthly VTS logs for accuracy/coding and prepare a Monthly Usage VTS Report on each vehicle and submit by monthly deadline to MDOT Central Accounting.   Track all VTS expenditures.

	Duty 2

	General Summary:
	Percentage:
	20

	As the Recognized Resource be proficient in the CAMIS system.  Perform sales and make deposits, reconcile, and audit ranger receipts, perform weekly checkouts, and enter information for reconciliations and remittance reports in the CAMIS system.  Maintain permit inventories and balance permits and change funds. 

	Individual tasks related to the duty:
	
	

	· Perform weekly reconciliation reports and check for accuracy.  Compile these reports into folders containing all remittance information and present to the Park Supervisor for his audit and then file.
· Prepare and record overage and shortage report as necessary.
· Reconcile inventories and ensure accuracy.  Order and verify shipments of Recreation Passports and assign to rangers as needed.
· Reconcile all cash funds and change funds.  
· Prepare and travel to make bank deposits, as necessary and enter deposits in the CAMIS system.  
· Submit required reports in a timely manner.
· Perform permit sales, record Event Permits and other various payment types, etc.
· Make and coordinate campground reservations and seasonal harbor slip assignments and correspondence. 
· Train other employees in practices, policies, and the CAMIS system.
· Provide support to rangers on effective money handling and practices.
· Process, sort and file self-registration envelopes and Violation Notices.  Mail permits/letters and record on the SRS/Violation Notice Mailing Spreadsheet.
· Be aware of campground office, camping and harbor rules and practices.

	Duty 3

	General Summary:
	Percentage:
	15

	As the Recognized Resource, provide administrative support to the permanent, seasonal staff and state workers.  Be responsible for coordinating office activities and provide clerical support for the Park Supervisor and other staff.  Maintain sufficient office supplies for park activities.  Attend applicable meetings and training opportunities, as necessary.

	Individual tasks related to the duty:
	
	

	· Interpret, implement, and apply state, department, division and park & recreation policies/procedures and rules/regulations, as well as personnel policies/procedures, civil service rules/regulations, etc.  
· Regularly update and maintain the administrative services manual, travel regulations, park and recreation policies, CAMIS manuals, and safety standards, etc.
· Maintain confidentiality of documents and information.  Keep information in a secure location.
· Serve as administrative support between the Park Supervisor and permanent, seasonal, and state workers.  Relay information and instructions as necessary.
· Read and distribute incoming correspondence and reports, screen items for personal handling.  Prioritize and forward to appropriate staff.
· Compose, proofread, type and format outgoing correspondence using available computer programs. Take, prepare, and submit for review minutes of meetings, as needed.
· Maintain a filing system for all park information.
· Order, inventory and maintain forms and permits, office supplies, equipment, materials, etc.
· Be knowledgeable regarding all office machines and equipment: fax machine, copier, computers, scanners, etc.  Remit usage readings as needed.
· Be proficient in the use of all software programs including: CAMIS, Microsoft Word, Excel, Outlook, PowerPoint, Publisher, etc.  State of Michigan programs such as SIGMA, Business Intelligence, HRMN, etc.  Learn new computer programs and assist in training others in their operation as they become available.
· Be vigilant regarding office procedures, seeking to make improvements to increase efficiency.
· Help to keep the office area clean and free from clutter.
· Maintain a public contact point at the headquarters to dispense information, make permit sales, collect fees, provide directions, etc.  Become knowledgeable of the park amenities and information and other local offices and operations.
· Under the direction of the Park Supervisor/Manager, respond to verbal and written inquiries for information about the park, field office and park system, along with other divisions within the DNR.
· Become acquainted with local hunting, fishing, hiking, camping and other recreational pursuits enjoyed at the park for all our facilities.
· Maintain calendars of events and activities at the park, boating access sites, and forest recreation facilities.   

	Duty 4

	General Summary:
	Percentage:
	20

	Compile and maintain confidential personnel records, accurately prepare, and submit personnel related paperwork and enter individual hiring, departure, layoff, recall, working out of class, medical leave, maternity leave, leave of absence requests, disciplinary actions, grievances, suspensions, Family Medical Leave Act, drug testing, insurance information and other such transactions into the appropriate databases and forms.  Enter and audit payroll information into SIGMA for employees.  Be knowledgeable in current hiring and human resource/civil service procedures and policies.

	Individual tasks related to the duty:
	
	

	· Process all personnel related forms for employees
· Enter information in the appropriate system for employee reimbursements and provide a printed copy to the Park Supervisor/Manager for approval.
· Maintain park & boating employee personnel files.
· Enter time sheets into SIGMA.  Process and audit payroll.
· Process State Work hire documents and enter all information into the ISO System (HRMN).
· Assist in preparation of interview materials.
· Sit on interview panels for STW and Ranger positions as requested.
· Schedule interviews and drug testing appointments and enter information in the drug test database.
· Provide information to staff as necessary regarding personnel policies.

	Duty 5

	General Summary:
	Percentage:
	10

	Hospitality and Customer Service

	Individual tasks related to the duty:
	
	

	· Provide cordial responses to visitor questions via telephone, email, and face-to-face encounter.
· Mail park & recreation information as requested.
· Provide information and answers regarding natural resource and recreation programs available.
· Be knowledgeable about the park, trails, boating access sites, etc. and be prepared to answer all questions and give directions as needed.
· Provide information regarding the area and various businesses to assist visitors in locating required services. (Firewood, medical facilities, restaurants, shopping, etc.)
· Serve as campground host liaison, as needed.









	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

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




	
	

		Make recommendations based on the status of budgets to reduce or resume spending in certain budget areas.  Resolve billing discrepancies with vendors.  Establish and maintain files for employees, vendors, and park information.  Assign and/or transfer Recreation Passports to individuals.  Order forms and office supplies.  Prioritize administrative work for self and others.  Train staff as to policy and procedures for cash handling.  Prioritize office activities for effective completion.   The visiting public, unit staff and supervisor/manager are all affected by these decisions.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		The decision to resume or halt spending in a particular budget area and reallocation of funds between budget areas.  Decisions on appropriate measures to deal with employees, campers, visitors, etc.  Annual Leave and time off requests. Notification must be given on any occurrences affecting the park or its employees.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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.




	
	

		Continuously work in a busy, often noisy, environment with numerous interruptions from staff, visitors, vendors, and telephone calls.  Job requires hand dexterity to perform word processing, data entry assignments and typing.  The ability to remain calm and courteous in difficult situations.  






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			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?




	
	

	
		To assist and provide administrative support to the Park Supervisor/Manager and Park Staff to facilitate the operation of both Tawas Point State Park and East Tawas State Dock. This includes but is not limited to assist in maintaining financial control, personnel transactions, training, and visitor services. Employee may be required to travel weekly for meetings, training or to provide assistance to staff and any of the managed locations under Tawas Points jurisdiction.






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		 Duties and responsibilities remain the same






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		The work area for this position are the administrative offices at Tawas Point State Park. This position will be required to perform administrative functions for Tawas Point State Park and East Tawas State Dock. This position serves primarily as administrative support.  The incumbent must possess a vast knowledge of Microsoft Office programs, particularly Excel and Word, and must have excellent communication skills, both verbal and written.
The function of the park is to provide a safe and healthy environment for the public to pursue various outdoor recreational activities.






	

	
	
	
	
	
	
	
	
	
	
	

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



	

	
	
	
	
	
	
	

		EDUCATION:



	
	
	
	
	

	
	
	
	
	
	
	

		Education typically acquired through completion of high school.





	
	
	
	
	
	
	

		EXPERIENCE:



	
	
	
	
	

	
	
	
	
	
	
	

		
Accounting Assistant 8
Three years of administrative support experience, including one year equivalent to an Accounting Assistant E7, involving posting financial data to ledgers, preparing invoices, billings and/or vouchers, reviewing and coding financial information, and maintaining account balances.




	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		Knowledge of automated accounting system used in the work area.
Knowledge of spreadsheets and database software.
Knowledge of general record keeping and filing systems.
Knowledge of basic arithmetic. 
Knowledge and ability to use and apply basic spelling and grammar.
Ability understand and carry out instructions
Ability to add, subtract, multiply and divide arithmetical figures.
Ability to compare data from a variety of sources for accuracy and completeness
Ability to compose correspondence.
Ability to work under stressful conditions.




	
	
	
	
	
	
	

		CERTIFICATES, LICENSES, REGISTRATIONS:



	
	
	

	
	
	
	
	
	
	

		Valid State of Michigan Driver’s License is preferred




	
	
	
	
	
	
	

	
		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.



	

	
	
	
	
	

	
		RYAN STARKWEATHER



	
		10/7/2019



	

	
	
	
	
	

	
		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.



	

	
		VACANT



	
	
	

	
	
	
		



	

	
	
	
	
	

	
	
	
	
	

	
		Employee



	
	
	

	
	
	
		Date



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



