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

	
	POSITION DESCRIPTION
	



	This position description serves as the official classification document of record for this position.  Please complete this form 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

	
	DNR-NATURAL RESOURCES

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

	
	RESOURCE MANAGEMENT

		4.Civil Service Position Code Description

	10.	Division

	PARK AND RECREATION MANAGER 3 (14)
	PARKS AND RECREATION (PRD)

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

	11.	Section

	URBAN DISTRICT MANAGER
	OPERATIONS SECTION

		6.Name and Position Code Description of Direct Supervisor

	12.	Unit


	THOMAS BISSETT; STATE DIVISION ADMINISTRATOR 17
	URBAN DISTRICT

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

	KRISTEN KOSICK;    STATE BUREAU ADMINSTRATOR 18
	99 Pleasure Drive, Detroit, MI 
 Hours vary

		14.	General Summary of Function/Purpose of Position

	This position serves as the Urban Unit Administrative and Operations Manager.  This position provides management and oversight of Belle Isle Park, Milliken State Park and Harbor and other Detroit PRD properties with focus on administrative oversight and community engagement.  Specifically, duties of the position include assistance with goal setting, human resources, fiscal, events, safety, conservatory, maintenance, and law enforcement planning at the parks and associated properties.  Also, this position serves as the point of contact for community engagement for the areas administered by this position.   


		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 of Duty 1	% of Time	65	
Serve as Urban District Manager

	Individual tasks related to the duty.
· Develops and utilize an operations plan.
· Ensure that Belle Isle management plan aligns with statewide program goals.
· Assist staff with identifying and prioritizing park and marina operational and infrastructure needs.
· Evaluates operations and equipment and ensures a continuous maintenance plan to identify a safety plan to implement safeguards and solutions for all facilities.
· Facilitates direct collaboration with Law Enforcement Division and Michigan State Police to maximize safe use of the facilities. 
· Ensures that the facilities are managed in an effective, consistent manner to deliver clean, safe experiences for visitors.
· Ensures that concession operations deliver quality services to visitors.
· Maintains regular collaboration with the Belle Isle Conservancy, consistent with the MOU.
· Works with park operations and regulatory staff to develop Division efforts in adopting, amending, and dissolution agreements at Belle Isle Park.
· Manages and operate the Anna Scrips Whitcomb Conservatory and adjacent formal gardens in direct collaboration with Stewardship Unit.
· Manage and operate natural areas at Milliken State Park and Harbor in direct collaboration with Stewardship Unit.
· Develops an annual budget plan for purchasing plants and associated landscape materials.
· Works with Division fund developer on establishing sponsorships for exhibits and grounds at and around the conservatory.
· Develops an emergency plan for conservatory and aquarium to ensure protection of plants and animals.
· Directs collaboration on environmental and natural features with Stewardship Unit.
· Serve as a member of the PRD Management Team.
· Attend and actively participate in Operations meetings.
· Plan and monitor capital infrastructure projects.
· Collaborates to bring additional resources into the parks as needed, to ensure overall successful operations.
· Maintain an awareness of best practices and contemporary park and marina facilities trends and innovations to ensure an on-going and developing program which accurately reflects the Belle Isle management plan. 
· Develops in-service training programs for PRD staff, using a team approach.
· Develops and administers necessary guidelines and procedures.
· Collaboration on any historical or cultural impacts in operations or infrastructure with Stewardship Unit and DNR archeologist.
· Ensures that data entry, oversight, and program management information is submitted timely and is accurate.
· Respond to incidents and assists with resolving problems.
· Responds to visitor inquiries using park and marina team approach, including log letter responses.
· Assists in development of annual goals and evaluates progress in meeting those goals.
· Ensures other operational facilities reporting to the unit are maintained and operated according to park and marina operation standards – ie: Grayhaven Marina, Dequindre Cut. 
· Provides internal and external representation and acts as a liaison to program implementation and operation.
· Oversee the preparation of grant applications to federal, state, and private agencies for park and recreation programs and park operations.
· Review capital outlay and operating budget requests from unit supervisors/managers. 
· Provide assistance in the allocation process and in periodic reviews of expenditures to ensure accountability and adherence to allocated levels.
· Work closely with unit supervisors/managers and Asst. Chief to address budget problems and emergency needs. 
· Maintain responsibility for coordinating administrative support (budget tracking, T&A reporting, purchasing, and bill paying) for the unit.
· Provide assistance with event staff to coordinate policies and procedures with park operations and stakeholders. 
· Provide assistance in any escalation of visitor complaints within the events office and all other operations.
· Collaborates with park operations, event staff, and conservatory on continuous improvement of how events are managed on the island.
· Collaborates with marina operations, OAC, and other programs for events occurring on Milliken State Park and Harbor.
· Ensures that parks operations have all visitation collection facilities working and information is available for public use.
· All other duties as assigned. 


	Duty 2
General Summary of Duty 2	% of Time	35	
Serve as Community Engagement Coordinator for the Urban Park Unit

	Individual tasks related to the duty.
· Represents the DNR in a positive and professional manner at all times.
· Engages with community groups towards meeting the expectations of visitors.
· Attends meetings and function as a liaison with agencies and groups that are interested or concerned with PRD facilities, such as Detroit District 5, block clubs, service clubs, school districts, and other interested organizations.
· Meets with government officials, Belle Isle Conservancy, Belle Isle Park Advisory Committee, concerned citizens and on-island entities to discuss, gather input, and seek approval for ongoing programs, interest groups and upcoming construction that effect their customers, or residents. 
· Directs the preparation of grant applications to federal, state, and private agencies for park and recreation programs and park operations.
· When appropriate, be a spokesperson with media.
· Collaborates with other partners such as Department of Transportation, Forestry Division, Wildlife Division, City of Detroit, etc.
· Engages relevant Detroit community groups on a regular basis. 
· Represents the DNR on engaging with City of Detroit and their associated programs, staff, and city council.
· Works with social media coordinator and operations staff to set a social media plan for unit.



	[bookmark: AddPage]
	16.	Describe the types of decisions made independently in this position and tell who or what is affected by those decisions.
Manage conflicts and opportunities among visitors and/or staff; make decisions involving enforcement and security, hiring STW’s, park and recreation rangers, and administrative support, where work is assigned.  Assess general safety conditions in the unit including those that may endanger public and employee safety; manage enhancements.  Prepare and manage annual operating budgets efficiently and within approved allotments

		17.	Describe the types of decisions that require the supervisor’s review.
Major equipment repairs.
Serious incidents.
Interpretation of ambiguous policies and procedures.
Matters requiring corrective/disciplinary action within the unit.

		18.	What kind of physical effort is used to perform this job?  What environmental conditions is this position physically exposed to on the job?  Indicate the amount of time and intensity of each activity and condition.  Refer to instructions.
On a year-round basis some walking, lifting, bending, carrying, moving heavy objects, climbing, traversing rough terrain –
duties consistent with daily operation and maintenance of parks, recreation areas, marinas, and boating access sites.
Some exposure to all types of weather condition, occasional exposure to poison ivy/oak, dust, fumes, and smoke and
chemicals used during maintenance and construction work.
Overtime, weekend, and holiday hours and occasional overnight assignments may be 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.  (If more than 10, list only classification titles and the number of employees in each classification.)

	NAME
	CLASS TITLE
	NAME
	CLASS TITLE

	PARKMGR1A24N
	Park & Recreation Supervisor 12
	GROUNDSEA11R
	Groundskeeper 8 – 2 positions

	PLINSCIEA24R
	Plant Industry Field Scientist 11 (Horticulturist)
	GNSPSEMPF05N
	MCCC Enrollee – 4 positions

	PROMAGTEA25N
	Promotional Agent 11 
	
	

	PROMAGTEA34N
	Promotional Agent 11
	
	

	ACCTTCHEC94R
	Accounting Technician E
	
	

		20.	This position’s responsibilities for the above-listed employees includes the following (check as many as apply):
X	Complete and sign service ratings.	X	Assign work.
X	Provide formal written counseling.	X	Approve work.
X	Approve leave requests.	X	Review work.
X	Approve time and attendance.	X	Provide guidance on work methods.
X	Orally reprimand.	X	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 assists in the management of Belle Isle Park, Milliken State Park and Harbor and associated PRD properties in Detroit.  This position is responsible for direct supervision and training for the park management and assists in developing positive community engagement with key partners within the Urban Unit.

		24.	Indicate specifically how the position’s duties and responsibilities have changed since the position was last reviewed.
No change. 

		25.	What is the function of the work area and how does this position fit into that function?
This position manages Belle Isle Park, Milliken State Park and Harbor and associated PRD properties in Detroit.  The duties include administration, operations and fostering positive community engagement for the Urban Unit.


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

	EDUCATION:
Bachelor’s degree in park management, park administration, natural resources management, resource management, or park and recreation resources.

	EXPERIENCE:
Park And Recreation Manager 14
Four years of professional experience in the research and analysis of park development, park management issues, or water sites and their development.

OR

One year equivalent to a Park and Recreation Manager 12 or above.

Alternate Education and Experience
Educational level typically acquired through completion of high school and nine years of parks and recreation experience, including four years of experience equivalent to a Park and Recreation Supervisor 10 in state service. (Bachelor’s degree in park management, park administration, natural resources management, resource management, or park and recreation resources may be substituted for up to two years of the required Park and Recreation Supervisor experience.)


	KNOWLEDGE, SKILLS, AND ABILITIES:
Knowledge of the rules of the Department of Natural Resources, regulations, policies, and procedures pertaining to the operation and management of state parks, recreational areas, field offices, and public access sites. 
Knowledge of budget and revenue reporting process. 
Knowledge of the methods, techniques and requirements for the maintenance and upkeep of buildings, facilities, grounds, and equipment. 
Knowledge of the methods and techniques used in building construction activities, including construction methods, equipment, specifications, and contracts. 
Knowledge of the purpose and methods of recreational water sites management and development. 
Knowledge of the methods in the operation, maintenance, and administration of public access sites. 
Knowledge of requirements for launching sites, docks, and other public access sites. 
Knowledge of the rules, regulations, and enforcement methods for controlling public use of facilities. 
Knowledge of the processes involved in accounting for receipts and expenditures and budget estimates. 
Knowledge of recreational facility planning techniques, including design and construction. 
Knowledge of the principles and practices of natural resources conservation in the state park system. 
Knowledge of the principles and practices of personnel and office management. 
Knowledge of outdoor recreational facilities. 
Knowledge of current recreational needs, interests, trends, and facilities. 
Knowledge of public relations techniques. 
Knowledge of training and supervisory techniques. 
Knowledge of employee policies and procedures. 
Knowledge of equal employment opportunity practices. 
Knowledge of in-service training techniques.


	CERTIFICATES, LICENSES, REGISTRATIONS:
Valid Driver’s License.

	NOTE:  Civil Service approval of this position does not constitute agreement with or acceptance of the desirable qualifications for 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’s Signature			Date

	TO BE FILLED OUT BY APPOINTING AUTHORITY

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


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

	TO BE FILLED OUT BY EMPLOYEE

		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’s Signature			Date


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