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1.
Position Code



	
	State of Michigan

Department of Civil Service

Capitol Commons Center, P.O. Box 30002

Lansing, MI 48909
	

	Federal privacy laws and/or state confidentiality requirements protect a portion of this information.
	POSITION DESCRIPTION
	


	This form is to be completed by the person that occupies the position being described and reviewed by the supervisor and appointing authority to ensure its accuracy.  It is important that each of the parties sign and date the form.  If the position is vacant, the supervisor and appointing authority should complete the form.

This form will serve as the official classification document of record for this position.  Please take the time to complete this form as accurately as you can since the information in this form is used to determine the proper classification of the position.  THE SUPERVISOR AND/OR APPOINTING AUTHORITY SHOULD COMPLETE THIS PAGE.

	
2.
Employee’s Name (Last, First, M.I.)


	
8.
Department/Agency

Attorney General

	
3.
Employee Identification Number


	
9.
Bureau (Institution, Board, or Commission)

Criminal Justice Bureau

	
4.
Civil Service Classification of Position

Word Processing Assistant-E
	
10.
Division

Criminal Appellate and Parole Appeals

	
5.
Working Title of Position (What the agency titles the position)

Word Processing Assistant
	
11.
Section



	
6.
Name and Classification of Direct Supervisor

Meagan R. Elve, Division Legal Secretary SPV-2
	
12.
Unit



	
7.
Name and Classification of Next Higher Level Supervisor

John S. Pallas, Attorney Administrator-3
	
13.
Work Location (City and Address)/Hours of Work

525 W. Ottawa Street, Lansing – 8:00 a.m. – 5:00 p.m. (in office everyday; this is a non-remote position)

	
14.
General Summary of Function/Purpose of Position

The position provides general support for the Criminal Appellate and Parole Appeals Division within the Department of Attorney General.  The position requires the ability to use word processing equipment and related software applications in addition to performing a wide variety of duties required within the office environment.

	For Civil Service Use Only



	
15.
Please describe your assigned duties, percent of time spent performing each duty, and explain what is done to complete each duty.



List your duties in the order of importance, from most important to least important.  The total percentage of all duties performed must equal 100 percent.

	Duty 1

General Summary of Duty 1
50 % of Time

Opening and closing records on Legal Files.  Preparing form documents for filing with courts.  Preparing and filing form documents through the United States District Courts' CM/ECF system.  Mailing paper copies of attorney and secretary filed documents to judges (courtesy copies) and non-CM/ECF participants in a federal case.

	Individual tasks related to the duty.

Employee will be responsible for proficiently and accurately opening, entering, updating and closing files in Legal Files.  Typing, copying, and filing various types of form documentation related to state and federal appellate matters. 

	Duty 2

General Summary of Duty 2
25% of Time

Opening, date-stamping, querying, sorting, and distributing daily division mail.

	Individual tasks related to the duty.

The employee will be required to open mail, date-stamp, query on the department database, record attorney general file number, and distribute mail pursuant to division policy.


	Duty 3

General Summary of Duty 3
15% of Time

Maintaining/organizing files, copying and scanning documents, and/or general filing.  Maintaining the Fourth Floorlaw  library, ordering office supplies, answering telephones, taking messages, and/or greeting visitors.

	Individual tasks related to the duty.

The employee will be required to set up files, copy or scan documents as needed, and perform general filing in a timely manner and organized fashion pursuant to division policy.  The employee will be required to answer telephone calls in a courteous and professional manner, route to appropriate location, and when appropriate take accurate messages.  The employee will also prepare travel arrangements and order office supplies as needed.  The employee will be responsible for greeting visitors and directing them to the appropriate area within the floor or elsewhere in the Department  The employee will also update the Fourth Floor legal library and order needed office supplies.

	Duty 4

General Summary of Duty 4
5% of Time

Preparing files to go to Records Center (for storage of paper files).

	Individual tasks related to the duty.

The employee will be responsible for assembling record center boxes, pulling files and putting in record center boxes, maintaining a record of files contained in each box, entering data in appropriate databases, and lifting and stacking boxes for pick-up.




	Duty 5

General Summary of Duty 5
5 %of Time

Miscellaneous duties within specification of job title.

	Individual tasks related to the duty.

The employee will be asked to assist different employees within the division with a variety of general office duties.  Must be able to multi-task and set priorities.

	Duty 6

General Summary of Duty 6
of Time





	Individual tasks related to the duty.




	
16.
Describe the types of decisions you make independently in your position and tell who and/or what is affected by those decisions.  Use additional sheets, if necessary.

Prioritization of workload and organization of work area and files.  These daily decisions are critical to ensure imposed deadlines are timely met.
Forwarding phone calls and/or visitors to the appropriate department, division or individual affects both the caller or visitor as well as the person or office to which they are referred; determining what information should be given and to whom can affect the people and/or the file involved; and determining appropriate information to input into database is important in reflecting accurate records.

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

The supervisor's guidance is requested when confronted with an unfamiliar or unique assignment, situation or procedure.  Questions regarding policies or procedures are discussed with supervisor and/or attorneys.  If employee requires assistance with decisions regarding workload and organization of workload, he/she should refer to supervisor in a timely manner.

	
18.
What kind of physical effort do you use in your position?  What environmental conditions are you physically exposed to in your position?  Indicate the amount of time and intensity of each activity and condition.  Refer to instructions on page 2.

Daily work will entail prolonged sitting and extensive use of computer (keyboarding).  It may also include occasional bending, walking, standing, crouching, pushing (staplers, hole punchers, date stamps, etc.), and lifting and carrying materials weighing up to 35 pounds.

	
19.
List the names and classification titles of classified employees whom you immediately supervise or oversee 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

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
20.
My responsibility for the above-listed employees includes the following (check as many as apply):


Complete and sign service ratings.

Assign work.


Provide formal written counseling.

Approve work.


Approve leave requests.

Review work.


Approve time and attendance.

Provide guidance on work methods.


Orally reprimand.

Train employees in the work.

	
21.
I certify that the above answers are my own and are accurate and complete.


Signature


Date


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

	TO BE COMPLETED BY DIRECT SUPERVISOR


22.
Do you agree with the responses from the employee for Items 1 through 20?  If not, which items do you disagree with and why?

N/A – New position

	
23.
What are the essential duties of this position?

The employee will serve as a word processing assistant to the Criminal Appellate and Parole Appeals Division of the Department of Attorney General.  The essential duties of the position will be to assist the administrative support staff in opening mail, tracking files, preparing and filing various form documents, answering telephones, and general office duties as required.

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

N/A – New position

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

The Criminal Appellate and Parole Appeals Division serves as counsel to the various Wardens of the Michigan Department of Corrections in Federal Habeas Corpus actions.  The Division also files State Court Appellate Briefs for 56 counties within the State of Michigan as well as selective appeals from decisions of the Michigan Parole Board
This position will serve as a word processing assistant and is responsible for the general handing of the office mail and inputting information in databases.  The employee will also answer telephones, route calls, greet visitors, general filing, prepare and file form documents, and help prepare and maintain record center information.

	
26.
In your opinion, what are the minimum education and experience qualifications needed to perform the essential functions of this position.

	EDUCATION:

High school diploma or equivalent.

	EXPERIENCE:

As described in the applicable Civil Service job specifications.

	KNOWLEDGE, SKILLS, AND ABILITIES:

Considerable experience and knowledge of personal computers and software; good organizational skills; well-developed oral and written communication skills; ability to prioritize assignments and handle multiple assignments concurrently; ability to effectively deal with people; and ability to work under stress.

	CERTIFICATES, LICENSES, REGISTRATIONS:

N/A

	NOTE:  Civil Service approval of this position does not constitute agreement with or acceptance of the desirable qualifications for this position.

	
27.
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

	
28.
Indicate any exceptions or additions to the statements of the employee(s) or supervisor.
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