
State of Michigan 
Civil Service Commission 

Capitol Commons Center, P.O. Box 30002 
Lansing, Ml 48909 

POSITION DESCRIPTION 

Position Code 

1. SECRTRYAN36R

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.1.) 8. Department/Agency 

DNR-NATURAL RESOURCES 

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

4. Civil Service Position Code Description 10. Division

SECRETARY-A Wildlife 

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

SMR East Secretary Southeast portion of the Southern Michigan Region 

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

ROBISON, JOSEPH D; STATE ADMINISTRATIVE 
MANAGER-1 

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

THOMPSON, SARA M; STATE BUREAU ADMINISTRATOR 3580 State Park Drive, Bay City, Ml 48706 I Monday - Friday 
8:00 a.m. - 5:00 p.m. 

14. General Summary of Function/Purpose of Position

The function of this position is to perform as a management assistant responsible for providing complex technical support 
for the east portion of the Southern Michigan Region (SMR) of the Wildlife Division in a variety of areas, including but not 
limited to, assisting with noncareer hiring and timesheet tracking, supporting timber sales, and division level priorities and 
events. The position functions as a liaison between the Southern Region Manager, Field Operations Managers, and field 
staff covering a 17-county area in southeast Michigan. These counties include Bay, Genesee, Hillsdale, Huron, Jackson, 
Lapeer, Lenawee, Livingston, Macomb, Monroe, Oakland, Saginaw, Sanilac, St. Clair, Tuscola, Washtenaw, and Wayne 
Counties. This position will provide backup assistance in registering animals and collecting biological data from hunters and 
trappers. This requires thorough knowledge of current hunting rules and regulations. 









n/a 

I certi'fy that the entries on these pages are accurate and complete. 

ALLISON MARSTON 

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 


