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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

	
	DNR-NATURAL RESOURCES

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

	
	Resource Management

	4. Civil Service Position Code Description
	10. Division

	DEPARTMENTAL ANALYST-A
	Parks and Recreation

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

	Human Resources Generalist/Liaison
	Administrative Services Section

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

	SCHAFER, JAMIE L; DEPARTMENTAL MANAGER-3
	Human Resources

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

	COULTER, BUFFY A; STATE ADMINISTRATIVE MANAGER-1
	TBD - Stabenow (Lansing); OAC (Detroit); Roscommon CSC (Roscommon) / M-F 8:00 a.m. to 5:00 p.m. or some variation 




	



	
	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		This position serves as a human resources liaison for the Parks and Recreation Division.  The position supports and assists units in all aspects of human resource management including hiring and selection, classification, disability management, and training of staff.  This position also provides guidance to Division staff on the interpretation of human resources and labor relations policies/procedures.  This position is the recognized resource for their assigned geographic region.  



	
	
	

	
	
	
	



	
	
	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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

	As the recognized resource, performs, trains, and provides oversight for hiring and selection activities for their assigned districts and sections within the Parks and Recreation Division.
	
	

	Individual tasks related to the duty:
	
	

	· Consult with managers and interview teams making recommendations on hiring processes in accordance with DNR Policies, PRD Policies, Civil Service Rules, Regulations and Job Specifications and resolve any issues that arise.
· Lead managers and staff in recruiting, developing and retaining a highly qualified workforce.
· Research recruitment options and guide managers in the planning and implementation of recruitment processes.
· Provide direction and training to hiring managers in the use of NEOGOV for selection processes. 
· Provide consultation to hiring managers in the establishment of hiring packet (Position Description, supplemental question, screening criteria, selection criteria, interview questions, interview panel, and reference questions) to ensure that appropriate methods are used.
· Analyze new and/or modified internal personnel management procedures, practices, and information systems and recommend modifications; implement any approved modifications.
· Maintain a system for all Division vacancies for use in the analysis and planning of hiring activities.
· Provide training and direct guidance to staff in the hiring of non-career employees to ensure appropriate hiring processes are used.
· Review and approve hiring packet, forward to Human Resources for final approval and posting.
· Review and analyze completed recommendation packet (Recommendation Memo, reference checks, additional information as required) to ensure receipt of appropriate approvals and compliance with the DNR policies, Civil Service rules and regulations, state and federal laws. Forwards completed packet to Human Resources for final approval.
· Advise managers and potential employees on classification, level and pay as determined by the Civil Service compensation schedule.
· Oversee the pre-employment drug testing process for selected candidates.
· Complete/review and submit forms and supporting documentation necessary for personnel actions for appointments (PAF) including lateral transfers, promotions, demotions, working out-of-class assignments, etc.
· Prepare welcome letter and onboarding details.
· Ensure unsuccessful candidates have been notified of the outcome of the interview process.
· Maintain accurate records of hiring processes. 
· Ensure confidentiality throughout the hiring process.
	
	

	Duty 2
	
	

	General Summary:
	Percentage:
	25

	As the recognized resource, performs, trains, and provides oversight for classification activities for their assigned districts within the Parks and Recreation Division.  
	
	

	Individual tasks related to the duty:
	
	

	· Review new and revised position descriptions making recommendations to supervisors/managers for proper classification and level using the Division’s Civil Service approved senior standards, DNR Personnel manual, Civil Service classification specifications, and Civil Service rules and regulations.
· Complete/review and submit forms and supporting documentation necessary for reclassifications.
· Coordinate with Quality of Life Human Resources, Parks and Recreations’ responses for technical classification and selection complaints filed with Civil Service.
· Provide consultation and make recommendations to managers on establishment, reclassification, and organizational analysis and personnel planning.
· Develop and maintain organizational charts and supporting documentation.
· Analyze and make recommendations on new and/or modified internal processes involving action on positions to Division management and/or Human Resources; implement any approved recommendations.
·  Provide input on the review and/or revision of Civil Service Specifications and DNR personnel procedures.  
	
	

	Duty 3
	
	

	General Summary:
	Percentage:
	15

	As the recognized resource, performs, trains, and provides oversight for disability management issues within their assigned districts.
	
	

	Individual tasks related to the duty:
	
	

	· Serve as liaison between the employee, the DMO, QOL-HR, and PRD management on disability management issues. 
· Provide guidance and training to managers and employees on all types of leaves of absences utilizing the knowledge and services of the Disability Management Office (DMO) and QOL-HR.
· Coordinates with the DMO and QOL-HR to provide guidance to managers and supervisors regarding employees’ request for reasonable accommodations which includes work-related restrictions.
· Collaborates with supervisor to determine the feasibility of approving work-related restrictions.
· Maintains consistency when reviewing and approving work-related restrictions.
· Ensure that Divisions Safety Officer and DMO receives the appropriate documentation related to Worker’s Compensation Claims.
·  Track all types of leave and monitor status.
	
	

	Duty 4
	
	

	General Summary:
	Percentage:
	10

	General personnel activities and other duties as assigned.
	
	

	Individual tasks related to the duty:
	
	

	· Develop and facilitate division-wide training.  

· Establish, administer, and evaluate special projects or programs related to personnel management.
· Respond to letters, e-mail, telephone requests and inquiries.
· Create, maintain, and analyze reports; review and evaluate the reports, then initiate action as needed.
· Maintain current knowledge of DNR and Civil Service rules, policies, procedures and regulations regarding personnel management.
· Counsel employees on how to obtain information regarding benefits.
· Arrange and attend meetings with QOL Human Resources staff.
·  Attend professional development training.
	
	









	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

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




	
	

		Independent decisions are made daily using a thorough knowledge of Civil Service rules and regulations and Department policies and procedures to provide guidance to employees in resolving personnel issues.  Incorrect information given to the employee could cause an employee to make poor decisions that affects their position, benefits, or pay.   Determine if a hiring process was completed correctly.  Hiring processes incorrectly performed could impact the Division delaying the approval to hire the recommended candidate or even result in starting the process over.



	



	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		Decisions that are sensitive in nature or decisions where policy interpretation is unclear.  Issues that the Division Chief has expressed special concern and issues that would be precedent setting or have a major financial impact on the Division.



	



	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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.




	
	

		This position functions in a typical office environment.  Physical efforts include daily sitting, standing, computer work and periodic lifting of materials.  Occasional travel is required; and may be performed at other locations in an outdoor environment.  Employee would be responsible to load and unload training materials from a vehicle.  



	



	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			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?



	

	
	

	
		It is essential that a departmental analyst be able to communicate clearly both verbally and in writing; operate a computer, telephone, and other office equipment such as copier, fax machine, printers; maintain a calm professional demeanor during confrontational situations; interpret various bargaining unit contracts, civil service rules and regulations, department policies, state and federal laws. 






	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

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



	

	
	

	
		 Modified language in box 14 to read, "assigned geographic region", rather than listing specific districts. This position no longer performs labor relations or performance management support for the division. These responsibilities and language have been removed and other duties % have been increased.






	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

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



	

	
	

	
		The function of the Administrative Support Section is to provide support to the Division staff on all personnel related matters. This work unit is responsible for hiring, personnel actions on employees, labor relations, performance management, timekeeping, contract interpretation, and DNR-Parks rule interpretation.  
The function of this position is to provide personnel support to the field staff and Central Office staff to allow work units to fill positions, process personnel actions, timekeeping, and rule interpretation.  The personnel liaison is the first contact by employees on any HR questions including sick leave, FMLA, LTD, contract interpretation, and rule/regulation interpretation.






	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
			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.



	
	
	
	
	
	

	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	
	
	

	
	
	
	
	
	
	

		Knowledge of Civil Service Rules and Regulations, Human Resources, Department, and Division policies and procedures.
Ability to analyze and evaluate information; maintain confidentiality of sensitive information; make recommendations; establish and implement procedures, policies, or guidelines; maintain records; prepare reports and correspondence related to work.
Ability to communicate effectively with staff at all levels and to maintain favorable public relations.
Knowledge of Microsoft Office applications, SIGMA, HRMN/ISO, NEOGOV, and Visio.  
Knowledge of bargaining unit contracts; MSEA, UAW, SEIU Technical, SEIU Scientific & Engineering and AFSCME.



	
	
	
	
	
	

	
	
	
	
	
	
	

		CERTIFICATES, LICENSES, REGISTRATIONS:



	
	
	
	
	
	

	
	
	
	
	
	
	

		Valid driver’s license 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.



	

	
	
	

	
		None



	

	
	
	



	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
		
	
	
	
	

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



	
	
	

	
	
	
	
	

	
		RYAN STARKWEATHER



	
		5/5/2026



	

	
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	
	
	

	
	
	
	
	
	
	
	
	
	
	



