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			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

	
	MDHHS-Communications Administration

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

	
	Office of Communications

	4. Civil Service Position Code Description
	10. Division

	COMMUNICATIONS REP – A  
	

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

	Senior Internal Communications Representative
	

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

	Kirsten Simmons, STATE ADMINISTRATIVE MANAGER-1
	

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

	Darice Darling, STATE OFFICE ADMINISTRATOR
	Lansing, MI / Monday-Friday, 8am-5pm




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		This position functions as a senior level communications representative responsible for MDHHS’ internal communications. The position develops, coordinates and implements internal communications strategies, including writing and distributing the employee newsletter, managing content for the MDHHS employee intranet site, and editing department materials that are distributed both internally and externally.



	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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:
	65

	Develop internal communications and plans, and coordinate implementation and distribution.

	Individual tasks related to the duty:
	
	

	· Develop and identify methods to disseminate the department’s internal messages and information to effectively communication to all MDHHS employees. Ensure information is strategically aligned with related external communications materials.

· Manage the department playbook that identifies annual observances, milestones and holidays for department-wide communications and announcements.

· Write, review and edit, and solicit content for the weekly employee newsletter, adhering to the editorial schedule and distributing through the GovDelivery system. 

· Develop and manage editorial calendars for the MDHHS intranet and the employee newsletter. 
· Coordinate with executive leadership on writing department-wide internal memos and letters. 
· Coordinates closely with the Employee Engagement section of the Workforce Transformation Office on communicating employee announcements and initiatives.
· Conceptualize, write and update content for MDHHS intranet. 
· Review and approve content for the MDHHS intranet site to ensure it reflects the department’s key messages. 
· Integrate new technology into the department’s ongoing internal communications strategies by monitoring and staying ahead of trends. 
· Manage weekly, monthly and quarterly communications for the Office of Communications as well as other programs and services that send department-wide internal publications. 
· Track intranet usage statistics and produce reports as needed. 
· Serve as a liaison to the Michigan Department of Technology, Management and Budget Web Services team. 

	Duty 2

	General Summary:
	Percentage:
	30

	Responsible for writing and editorial services.

	Individual tasks related to the duty:
	
	

	· Review internal and external department materials to ensure that content from programs and services delivered by the department reflect appropriate brand standards and style, and are concise, consistent and factual. 
· Support the publication review process as delivered by the Office of Communications. 
· Recommend and develop consistent and appropriate communications messages and vehicles to strategically and effectively reach internal target audiences in collaboration with the Office of Communications team. 
· Act as the lead administrator of the GovDelivery system supporting usage and accounts by MDHHS programs and services.
· Work with the graphic designer to develop and coordinate internal informational pieces, as needed.
· Collaborates with the Office of Culture, Community, Education, & Leadership, and ensures that diversity, equity and inclusion principles and strategies are integrated and incorporated in all aspects of internal communications.

	Duty 3

	General Summary:
	Percentage:
	5

	Other duties as assigned.

	Individual tasks related to the duty:
	
	

	· May include special projects, as assigned by Communications Administration leadership.
· May serve as liaison to committees as needed.









	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

	
		16. Describe the types of decisions made independently in this position and tell who or what is affected by those decisions. 




	
	

		Assess the level of sensitivity for internal requests and when reviewing external documents. Ensure that statements and information distributed are accurate and in compliance with state and legal requirements. Editing according to department brand and style standards.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		Dealing with unusual situations, especially those that pertain to confidential department information. Initiation of new programs for internal communications. Changes to policy, procedures and processes. Disseminating messaging that could be in conflict with department initiatives, processes and standards.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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.




	
	

		Use of personal computer, sitting for periods of time, minimal travel required to events and county/office visits.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			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.




	
	
	

		Additional Subordinates



	

	
	
	

	
		



	

	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
			20. This position's responsibilities for the above-listed employees includes the following (check as many as apply):




	
	
	
	
	
	
	
	
	

	
		N



	
		Complete and sign service ratings.



	
		N



	
		Assign work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
		N



	
		Provide formal written counseling.



	
		N



	
		Approve work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
		N



	
	
	

	
		N



	
		Approve leave requests.



	
	
	
		Review work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
		N



	
		Approve time and attendance.



	
		N



	
		Provide guidance on work methods.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
		N



	
		Orally reprimand.



	
		N



	
		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?




	
	

	
		Yes






	

	
	
	
	
	
	
	
	
	
	
	

	
			23. What are the essential functions of this position?




	
	

	
			This position functions as a senior level communications representative responsible for MDHHS’ internal communications. The position develops, coordinates and implements internal communications strategies, including writing and distributing the employee newsletter, managing content for the MDHHS employee intranet site, and editing department materials that are distributed both internally and externally.









	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
			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?




	
	

	
		The Office of Communications is responsible for all internal and external department communications. This office is responsible for the preparation, coordination, supervision and dissemination of public information related to the department’s mission, activities, and policies. The office develops and applies both internal and external communication strategies. The position will develop and implement internal communications strategies as well as edit department materials that are distributed both internally and externally.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			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 English, journalism, communications, broadcasting, telecommunications, advertising, communication arts, marketing, public relations or a related field.





	
	
	
	
	
	
	

		EXPERIENCE:



	
	
	
	
	

	
	
	
	
	
	
	

		
Communications Representative 12 
Three years of professional experience in preparing and disseminating informational and promotional materials equivalent to a Communication Representative P11.




	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		As listed on the Civil Service job specification. In addition:
· Excellent written and verbal communication skills. 
· Ability to handle sensitive and confidential information as well as high level of accuracy with information. 
· Ability to create internal communications and implement those plans. 
· In-depth knowledge of Associated Press style and editing skills. 
The MDHHS mission is to provide opportunities, services, and programs that promote a healthy, safe, and stable environment for residents to be self-sufficient. We are committed to ensuring a diverse workforce and a work environment whereby all employees are treated with dignity, respect and fairness.





	
	
	
	
	
	
	

		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



