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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

	
	Attorney General

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

	
	

		4.Civil Service Position Code Description

	10.	Division

	Prosecutor Training Coordinating Manager 18
	Prosecuting Attorneys Coordinating Council

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

	11.	Section

	Assistant Executive Director
	

		6.Name and Position Code Description of Direct Supervisor

	12.	Unit


	Dianna L. Collins
PACC Executive Director- Senior Deputy Director 20
	

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

	Prosecuting Attorneys Coordinating Council, which is composed of the Attorney General and four prosecuting attorneys selected annually pursuant to MCL 49.104
	320 N. Washington Sq. 
Lansing, MI 48933
8 am to 5 pm Monday through Friday

		14.	General Summary of Function/Purpose of Position

	Serves as the deputy director of the Prosecuting Attorneys Coordinating Council.  The office is an autonomous agency housed within a state department. The employee assists in the administration of the office by coordinating office services such as training programs, computer management software, assignment of special prosecutors, and assisting the Executive Director with supervision of subordinate office employees. The work requires extensive knowledge of Michigan’s prosecution system, criminal justice procedures, juvenile and victim rights laws. It also requires experience in personnel management, personnel policies and procedures.
.


		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	 	30%
Assists in management of 12 classified employees and 19 non-civil service grant supported staff in the development and delivery of services to Michigan’s 83 prosecuting attorneys and their staff members that support the office’s statutory mission to make prosecution practice more uniform and efficient.

	Individual tasks related to the duty.
· Evaluates and verifies employee performance through the review of completed work assignments and work techniques as requested by Executive Director.
· Approves time sheets, sick time, and annual leave.
· Assists in determining whether office policies are being followed and provides input on appropriate disciplinary action when required.
· Mediates conflicts between office units or individual personnel.
· Prepares personnel files for new employees and maintains personnel records.
· Attends regular unit and staff meetings to maintain regular contact with the staff and stay informed of issues that need to be addressed.

	Duty 2
General Summary of Duty 2	% of Time		20%
Coordinates the selection and appointment of special prosecutors when a prosecutor has to be disqualified on a particular case.

	Individual tasks related to the duty.
· Accepts case referral from the Attorney General’s Criminal Division.
· Reviews the facts of the case to determine the difficulty of the assignment and the time commitment.
· Contacts prosecutors within reasonable driving distance of the county where the case will be prosecuted to determine if the prosecutor is willing to accept appointment.
· Prepares the necessary documents appointing the special prosecutor.
· Notifies the Attorney General and parties of the appointment.
· Maintains a log and documentation for all appointments to ensure appointments are spread equitably across the state.
· Answers questions for counties as to the existence of a conflict and the special prosecution process.



	
Duty 3
General Summary of Duty 3	% of Time		30%
Serve as a technical advisor on criminal justice issues, perform other office functions as assigned, and provide support of the case management system used by Michigan’s 83 prosecuting attorneys. 

	Individual tasks related to the duty.
· Respond to phone and email requests for legal research and assistance.
· Plan and manage trainings as assigned by Executive Director.
· Review and analyze proposed legislation that impacts prosecutors.
· Coordinate and attend committee meetings. 
· Administer office lease and oversee building issues.
· Assist and/or prepare grant applications or reports as assigned by Executive Director.
· Serve as the liaison between PACC and the Office of Child Support.
· Attend bi-weekly PLG meetings.
· Coordinate and troubleshoot issues that arise between the prosecutors and the case management software system that they use. 
· Assist with special projects as assigned by the Executive Director.

	Duty 4
General Summary of Duty 4	% of Time	20%
Maintenance and development of training materials and other information relevant to prosecution.

	Individual tasks related to the duty.
· Drafts manuals and other training materials for prosecutors and/or supervise staff attorneys in this process.
· Maintains bank of expert witness testimony and trial practice information and/or supervise staff attorneys in this process.
· Develop legal trainings on various topics that arise related to prosecutors.
· Assist in developing programming for existing trainings.
· Work with unit directors to develop materials in trainings in relevant areas and encourage collaboration between various units. 




	
Duty 5
General Summary of Duty 5	% of Time		


	Individual tasks related to the duty.
· 

	Duty 6
General Summary of Duty 6	% of Time		


	Individual tasks related to the duty.
· 
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	16.	Describe the types of decisions made independently in this position and tell who or what is affected by those decisions.
Decisions are made independently under each of the summarized duties as noted.

		17.	Describe the types of decisions that require the supervisor’s review.
Personnel discipline.
Decisions regarding change in office priority or policy.

		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.
Work is typically performed in an office setting, however travel to prosecutors’ offices and training sites is required.  The work requires presentations at meetings and trainings which may involve lifting of boxes and other seminar equipment and setting up or moving audio visual equipment. 

		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

	Brian Gauthier
	Information technology manager - 15
	
	

	Deatrice Terry
	Financial Analyst
	
	

	Richard Jensen
	Financial Analyst
	
	

	Brenda Taylor
	Research and Writing Atty
	
	

	James Benison
	Training Attorney
	
	

		20.	This position’s responsibilities for the above-listed employees includes the following (check as many as apply):
	xComplete and sign service ratings.		xAssign work.
	xProvide formal written counseling.		xApprove work.
	xApprove leave requests.		xReview work.
	xApprove time and attendance.		xProvide guidance on work methods.
	xOrally reprimand.		xTrain 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 serve as assistant executive director of the office.

		24.	Indicate specifically how the position’s duties and responsibilities have changed since the position was last reviewed.
Training is a major function of the organization.  Delivery methods have evolved with advances in technology, enabling greater remote training opportunities to Michigan’s prosecutors and support staff.  Likewise, changing technology and the retirement of the legacy case management system, have led to the transition to a new case management software system being implemented in all of Michigan’s 83 counties. The new system required the development of new technical service employees and includes a content management component. The responsibility for the PAAM intern program has been transferred to PACC’s training attorney.



		25.	What is the function of the work area and how does this position fit into that function?
The office is a type 1 agency housed within a specified state department. As described, the office functions to implement the statutory mission of the Council to keep the prosecuting attorneys and assistant prosecuting attorneys of the state informed of all changes in legislation, law and matters pertaining to their office, to the end that a uniform system of conduct, duty and procedure is established in each county of the state. 

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

	EDUCATION:
Graduation from an accredited law school.

	EXPERIENCE:
A minimum of 5 years of prosecution experience including trial experience in Circuit, District and Probate Court.  It is highly desirable that at least one year of legal work be as a senior attorney, supervisory attorney or managing attorney.

	KNOWLEDGE, SKILLS, AND ABILITIES:
Knowledge of Michigan’s legal system
Legal research and writing skills
Brief preparation skills
Knowledge of Legal training methods
Knowledge of the powers and duties of prosecuting attorneys
Proven supervisory and management skills
Knowledge of EEOC, employment law, sexual harassment, ADA
Computer and Internet skills, including on line legal research, publication software, list serve management
Proven communication skills

	CERTIFICATES, LICENSES, REGISTRATIONS:
Membership in good standing in the Michigan Bar

	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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