	
	
	
	
	
	
	

	
	
	
		Position Summary

This summary describes the organization, duties, and requirements of a State of Michigan vacancy.

Position Code: SENPLEXCB86N

Civil Service Class and Level: SENIOR POLICY EXECUTIVE

Working Title (What the agency calls the position): Division Director

Name and Position Code Description of Direct Supervisor: CASTRO, MELISSA; SENIOR DEPUTY DIRECTOR

Department/Agency: STATE POLICE

Bureau (Institution, Board, or Commission): Information and Technology Bureau

Division: Communication and Outreach Division

Section: 

Unit: 

Work Location (City and Address)/Hours of Work: 7150 Harris Drive, Dimondale, MI 48821 / M-F 8:00am – 5:00 pm, may vary

General Summary of Function/Purpose of Position: The Communication and Outreach Division Director is responsible for the development and implementation of internal and external communications strategies that advance the Michigan State Police (MSP) mission and enhance public and employee perspectives of the department.  This position serves as an effective spokesperson, writer, and strategist, while leading the MSP’s communications across a full range of modern media, in innovative and effective ways.  This position confirms MSP’s commitment to communicating with internal and external stakeholders with transparency, courtesy, and professionalism.  
 
This position will work closely with the Information and Technology Bureau Director and the Leadership Team to develop and execute strategies with staff across earned, paid, and social media as well as the department’s own internal platforms using metrics to measure the effectiveness of different approaches.  Specific responsibilities include the creation and implementation of communications strategies, creative materials, and implementation of social media outreach, and identifying and coordinating regional and external stakeholder outreach.   

This position uses a considerable amount of independent judgment and is called upon to rapidly develop and communicate responses to sensitive public matters or inquiries from the media, Governor’s Communications Office, and other state agency public information officers.

Assigned duties and tasks for each duty.



	

	
	
			Duty 1: Administration of the Communication and Outreach Division.

	· Lead the development and execution of all internal and external communications and social media strategies in collaboration with the director and Leadership Team.
· Develop specific strategy regarding event and incident specific communication responses.
· Monitor and ensure implementation of internal and external communications and social media strategy and adjust as necessary.
· Ensure consistency and compliance with the Department’s strategic plan and proactively suggest modifications impacting alignment of communications strategy and the strategic plan.
· Work closely with the Governor’s Communications office to ensure appropriate communication between the Governor and Department executive team.
· Direct staff in implementation of communications and social media plans.
· Oversee district Public Information Officers to ensure local communication is consistent with the Department’s communication strategy and strategic plan.   
· Build relationships with local and national media and respond to media requests and/or provide interviews on behalf of the MSP.
· Establish, implement, and evaluate formal and informal channels of communication to effectively meet communications goals and minimize non-productive practices of information flow.  
· Oversee and coordinate with the director’s office on event and speaking engagement invitation and oversee materials for director’s preparation.
· Counsel Director and Leadership Team on communications issues.
·  Run crisis communications efforts.

	Duty 2: Oversee the development of communication, social media, and marketing strategies for special projects and department initiatives.

	· Lead or collaborate with the Leadership Team, Bureaus, or Divisions on special projects and initiatives that contain a significant communication or community outreach component. 
· Develop talking points for the Director and leadership team to ensure special projects and initiatives are clearly communicated to the intended audiences.
·  Oversee the development of written materials and presentations associated with special projects and initiatives to ensure they are of the highest quality and professionalism. 

	Duty 3: Staff supervision and development.

	· Responsibility for direct supervision of the managers over the units responsible for communications and outreach engagement.
· Assigns, coordinates, and outlines the work methods and activities of staff in accomplishing tasks related to the goals and objectives of the work area and the department.
· Evaluate staff performance and provide support, guidance and counseling as needed. If necessary, follows appropriate progressive discipline steps to resolve staff performance issues that have not positively responded to prior support and counseling methods.
· Identifies emerging issues and changing priories for deploying staff resources and assignments.
· Conducts regular staff meetings.
· Monitor responses to media inquiries to make sure they are addressed in a timely and complete manner.
·  Assure required communications plans are completed in a timely manner and sent to the Executive office.

	Duty 4: Other duties as assigned.

	· Special projects as needed.
· Information gathering for resolution of issues.
· Collaboration with the Department’s executive staff.
·  Representing the Director as needed. 






	
	

	
	
		Types of decisions made independently and whom or what those decisions affect: This position decides independently how the Communication and Outreach Division will be organized and administered, the staffing assignments and other day-to-day operational needs of the division. Independent decisions are made daily regarding communication strategies and the priorities of the Communication and Outreach Division. These decisions often have a public and immediate impact and are perceived as the official position of the Director/Department. Oftentimes, the topic at hand is highly sensitive, confidential, or controversial.

Types of decisions that require the supervisor's review: Any decisions that would significantly impact the agency, or if a decision requires the direct input of the Governor’s Office or the Legislature. These are generally highly confidential issues that may have long-term statewide impact. Supervisor awareness is required on issues that have the potential of having adverse media exposure to the Department or being politically volatile.

Physical effort used to perform this job and environmental conditions of this position: Regular use of a computer.  Potential in-state and out-of-state travel is required.  Responses to inquiries require occasional work outside of the typical 8am to 5om schedule. No unusual physical activities or hazardous conditions.

Names and classes and levels of employees whom this position immediately supervises:



	

	
	
	
	
	
	
	

	
	
			CAMPEAU, AMY G
	SENIOR EXEC MGT ASST-2 11

	FILCEK, NICOLE A
	STATE ADMINISTRATIVE MANAGER-1 15

	VACANT
	STATE ADMINISTRATIVE MANAGER-1

	VACANT
	STATE POLICE FIRST LIEUTENANT






	
	
	

	
	
	
	
	
	
	

	
		The essential functions of this position: The Communication and Outreach Division Director is responsible for the development and implementation of internal and external communications strategies that advance the Michigan State Police (MSP) mission and enhance both the public and employee perspective attitudes toward the department.  This position serves as an effective spokesperson, writer, and strategist, while leading the MSP’s communications across a full range of modern media, in innovative and effective ways.  This position confirms MSP’s commitment to communicating with internal and external stakeholders with transparency, courtesy, and professionalism.  

This position will work closely with the Senior Deputy Director and the Leadership Team to develop and execute strategies with staff across earned, paid, and social media as well as the department’s own internal platforms using metrics to measure the effectiveness of different approaches.  Specific responsibilities include the creation and implementation of communications strategies, creative materials, and implementation of social media outreach, and identifying and coordinating regional and external stakeholder outreach.  

This position uses a considerable amount of independent judgment and is called upon to rapidly develop and communicate responses to sensitive public matters or inquiries from the media, Governor’s Communications Office, and other state agency public information officers.  This position assumes a lead role in the state’s Joint Information Center during a state crisis.

The function of the position's work area and how it fits into that function: The Communication and Outreach Division reports to the Information and Technology Bureau Director and is responsible for all internal and external communications on behalf of the Director and Department.

Minimum education, experience, and credentials typically needed to perform the position's essential functions:

EDUCATION:
Possession of a bachelor’s degree in any major.


EXPERIENCE:

Senior Policy Executive 18
Two years of professional experience as a manager or program/staff specialist or equivalent experience.

Alternate Education and Experience

Education level typically acquired through completion of high school and three years of safety and regulatory or law enforcement 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 appropriate public affairs protocols and procedures. Ability to communicate effectively and use independent judgment. Organizational skills used to supervise employees and daily activities of a deadline-driven section. Advanced verbal/written communication skills, public speaking experience, advanced knowledge of planning, marketing and promotional events. Understanding of graphic arts and design principles, knowledge of MS Office software including Word and Power Point. Knowledge of project management and organization, ability to manage heavy workloads and multiple priorities under possible high stress conditions. Must have experience with the professional management of all aspects of digital media including social media, videography, and podcasting. Extensive knowledge of department legislative and media relations procedures/ policies. Media relations experience, including developing relationships with local and national media, providing written and verbal interviews in response to media requests.
 

CERTIFICATES, LICENSES, REGISTRATIONS:
None.





	



