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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

	STUDENT ASSISTANT-E
	Parks and Recreation

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

	Communications Assistant
	Resource Protection and Promotion

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

	PRATT, SCOTT; STATE ADMINISTRATIVE MANAGER-1
	

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

	BISSETT, THOMAS; STATE BUREAU ADMINISTRATOR
	TBD / Schedule will vary, up to 30 hours / week




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		This position assists in marketing and communications for the Parks and Recreation Division (PRD), providing support with written and digital content updates and development, photo inventory, graphic design, and collaborating with field staff to confirm accuracy of information conveyed in various communication channels.  



	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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:
	55

	Written and digital content development

	Individual tasks related to the duty:
	
	

	• Confirm and maintain accuracy of data in parks and trails database.
• Enter events into online calendar of events, and make needed updates and changes as requested.
• Monitor Parks & Rec email inbox.
• Post updates, agendas, and minutes to commission and committee pages.
• Provide research and create initial drafts for various divisional communications, including newsletters, social media and press releases.
• Provide support for RecSearch content, imagery, and search engine optimization.




	Duty 2

	General Summary:
	Percentage:
	20

	Photo inventory support

	Individual tasks related to the duty:
	
	

	• Assist in tagging digital images and providing alt tag content for accessibility. 
• Provide photo links for media and staff requests.
• Provide organizational support for digital library if needed.




	Duty 3

	General Summary:
	Percentage:
	20

	Graphic design and video creation

	Individual tasks related to the duty:
	
	

	• Use of Canva and Adobe Suite to create graphics to support communications and marketing, either developing new or updating previous files. 
• Develop social media video files to promote division-specific messaging in collaboration with the Social Media coordinator.




	Duty 4

	General Summary:
	Percentage:
	5

	Other duties as assigned. 

	Individual tasks related to the duty:
	
	

	Provide promotional show support statewide
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. 




	
	

		Some editing of submitted web content for grammar and DNR “voice” 
Determine if data being entered into event calendar is complete and customer-friendly 








	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		All online edits are submitted through a work flow process for supervisor review 
Content development will also be run through the workflow process for review. 







	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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 will include standing, sitting, bending and computer use.  Environmental conditions may include exposure to outdoor elements, i.e. sun, wind, snow, rain, and plant life.  Occasional evening and weekend duty is required. Driving long distances to attend events may also 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.




	
	
	

		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?




	
	

	
		Written and digital content updates and development, photo inventory, graphic design.






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		Duties and tasks have been updated to reflect current responsibilities. Position now provides additional support for accessible communications through photo inventory efforts. Position involvement in data reporting has also been reduced. 






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		This position will improve the accuracy of the information provided about state parks and related programs and services online, which will improve customer service.  This position will assist in providing information about customer needs and expectations, which will help parks operate in a manner that best serves the public, maintaining the relevance of state parks for Michigan residents, and subsequently retaining and recruiting Recreation Passport purchasers.






	

	
	
	
	
	
	
	
	
	
	
	

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



	

	
	
	
	
	
	
	

		EDUCATION:



	
	
	
	
	

	
	
	
	
	
	
	

		Current enrollment in high school, vocational or technical school, or post-secondary educational institution.





	
	
	
	
	
	
	

		EXPERIENCE:



	
	
	
	
	

	
	
	
	
	
	
	

		
Student Assistant A
No specific type or amount is required.




	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		Knowledge of Word, Excel and Outlook. 
Ability to plan, coordinate and expedite work projects. 
Ability to communicate with others verbally and in writing 





	
	
	
	
	
	
	

		CERTIFICATES, LICENSES, REGISTRATIONS:



	
	
	

	
	
	
	
	
	
	

		None




	
	
	
	
	
	
	

	
		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



	
		8/7/2024



	

	
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



