State of Michigan Civil Service CommissionPosition Code
1. BUREAADMB81N

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

POSITION DESCRIPTION

	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)

	4. Civil Service Position Code Description
STATE BUREAU ADMINISTRATOR-18
	10. Division
Finance and Budget

	5. Working Title (What the agency calls the position)
Finance and Budget Chief / Chief Financial Officer
	11. Section

	6. Name and Position Code Description of Direct Supervisor
PHILLIPS, KRISTIN M; SENIOR DEPUTY DIRECTOR
	12. Unit

	7. Name and Position Code Description of Second Level Supervisor

BOWEN, M S; DIRECTOR
	13. Work Location (City and Address)/Hours of Work

Stabenow Building, 525 W. Allegan St., Lansing, MI 48933 / Monday through Friday, 8:00 a.m. – 5:00 p.m.

	14. General Summary of Function/Purpose of Position
This position serves as Chief of the Finance and Budget Division and the Chief Financial Officer for the Department, with responsibility for planning, implementing and administering business and financial support services to the Department. Program areas include budget, federal aid, procurement, policies and procedures, internal control, audit coordination. It directs the staff of the Division and provides direction to department financial staff in the performance of work necessary to fulfill the mission of the Department, following best financial practices. This position also serves on the Director’s management team, participating in policy and operational decisions relating to department-wide goals and objectives, as well as representing the department on various significant enterprise roles.




	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
Provide direction and oversight of the Department’s budget process, including policy formulation, strategic planning, monitoring, and budget analysis.
Individual tasks related to the duty:
· Analyze the Department’s financial strengths and weaknesses.
· Shape overall financial strategy and direct the Department’s budget process.
· Assist the Director and Executive Division in establishing budget policies.
· Develop, analyze, and review legislation and represent the Department in the legislative process.
· Interact with legislative leadership to ensure the Department’s programs and budget priorities are clear and consistent.
· Evaluate programs on an on-going basis.
· Work with Department divisions and offices, and the Director to establish Department budget priorities
· Preserve and protect the Department’s assets by minimizing risk and ensuring accurate financial statements.
· Communicate financial value and risk issues to Department stakeholders.
· Act as steward for Department’s restricted funds under Department management.
· Ensure Department compliance with applicable state and federal financial regulations, policies and laws.
· Serve as the liaison to the Michigan Department of Transportation Accounting Service Center.
· Serve as the liaison to the Office of Financial Management and represent the Department at quarterly CFO council meetings.

	Duty 2
General Summary:	Percentage:	25


Provide direction and oversight of Division staff responsible for the Department’s financial management including federal aid fiscal management, internal control, audits, and procurement.

Individual tasks related to the duty:
· Direct and guide staff and the Department on financial and fiscal management.
· Develop an effective team and foster teamwork within the office as well as with all other program areas of the Department. Coordinate and partner with the Land and Facilities Division.
· Develop performance objectives and priorities for each subordinate staff and annually evaluate performance.
· Oversee internal controls and audits.
· Direct staff in the administration of the Department’s federal aid fiscal management.
· Direct the Department’s procurement activities ensuring compliance with internal and statewide policies and procedures.
· Direct and guide administration of the various grant programs.
· Oversee development, modifications, and rescissions of department wide policies and procedures, in coordination with the Office of Legislative and Legal Affairs.
· Review and approve year-end disposition checklist annually as required in the Financial Management Guide.
· Select and assign staff, identify and gain access to training needs for staff, and assure that proper labor relations and employment conditions are maintained.




	Duty 3
General Summary:	Percentage:	25
Serve as part of the Department’s senior management.
Individual tasks related to the duty:
· Serve as a member of the Department’s Management Team.
· Attend and actively participate in Department management and planning meetings.
· Consult with and advise the Director, Deputy Directors, Natural Resources Commission, other bureau/division/office chiefs/managers, and governmental agencies on financial programs.
· Represent the Department on statewide committees and councils as requested.



	16. Describe the types of decisions made independently in this position and tell who or what is affected by those decisions.
This position independently makes decisions on budget development strategies and monitoring, priority decisions of resource allocations, staff assignments, and program service levels. Interprets Department and state policies and procedures related
to program areas.



	17. Describe the types of decisions that require the supervisor's review.
Decisions that significantly impact other divisions and offices and customers of the Department.



	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.
Normal office duties. Some travel is 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.

	NAME
	CLASS TITLE
	NAME
	CLASS TITLE

	Crandall, Jason
	STATE DIVISION ADMINISTRATOR 17
	Gyorkos, Laura
	STATE ADMINISTRATIVE MANAGER-1 15

	Daugherty, Cheryl
	STATE ASSISTANT ADMINISTRATOR 15
	Dowlyn, Lindsey
	Executive Secretary 11

	
	
	
	

	Additional Subordinates


20. This position's responsibilities for the above-listed employees includes the following (check as many as apply):
Y Y Y Y
Y
Complete and sign service ratings.
Provide formal written counseling. Approve leave requests.
Y
Y Y
Assign work.
Approve work. Review work.
Approve time and attendance.
Orally reprimand.
Y
Y
Provide guidance on work methods.
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?





	23. What are the essential functions of this position?
This position serves as Chief of the Finance and Budget Division and the Chief Financial Officer for the Department, with responsibility for planning, implementing and administering business and financial support services to the Department. Program areas include budget, federal aid, procurement, policies and procedures, internal control, audit coordination. It directs the staff of the Division and provides direction to department financial staff in the performance of work necessary to fulfill the mission of the Department, following best financial practices. This position also serves on the Director’s management team, participating in policy and operational decisions relating to department-wide goals and objectives, as well as representing the department on various significant enterprise roles.



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


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


This position manages the duties of the Finance and Budget Division for the Department, including budget, procurement, federal aid, internal controls and audit.

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. Accounting or finance degree preferred. 


EXPERIENCE:

State Bureau Administrator 18
Two years of professional managerial experience.
Alternate Education and Experience
State Bureau Administrator 18
Education level typically acquired through completion of high school and three years of safety and regulatory or law enforcement supervisory experience at the 14 level; or two years of safety and regulatory or law enforcement supervisory experience at the 15 level, may be substituted for the education and experience requirements.
KNOWLEDGE, SKILLS, AND ABILITIES:
· Knowledge of the legislative and appropriation processes, accounting, budget and/or finance is essential.
· Knowledge of Generally Accepted Accounting Principles and General Accounting Standards Board statements. 
· Must be able to work well with subordinates and other staff and officials inside and outside of the Department.
· Must work effectively with legislators.
· Clear, concise communication skills, both oral and written, are essential.
· Extensive knowledge of the principles and techniques of administrative management, including organization, planning, staffing, training, budgeting, and reporting.
· Thorough knowledge of program planning, development, and evaluation methods.
· Thorough knowledge of fiscal planning and management.
· Thorough knowledge of staffing requirements and training necessary for the accomplishment of agency goals.
· Ability to formulate policies and procedures of a conceptual nature based on information from varied and complex sources.
· Ability and willingness to delegate assignments, authority, and responsibility, to determine where a task can most appropriately be accomplished, and to establish management controls for follow-up.
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.


N/A

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

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

