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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-COM HEALTH CENTRAL OFF

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

	
	

	4. Civil Service Position Code Description
	10. Division

	COMMUNICATIONS REP-E
	External Affairs and Communication

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

	Associate Public Information Officer
	Communications

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

	SUTFIN, LYNN A; COMMUNICATIONS SPECIALIST-3
	

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

	SIMMONS, KIRSTEN; STATE ADMINISTRATIVE MANAGER-1
	Lansing, MI / Monday - Friday; 8am to 5pm




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		This position functions as an associate public information officer primarily for health services-related external communications, but also for human services-related communications. The role coordinates response to media inquiries; creating and issuing media advisories, press release and op-eds; supports the planning of press conferences and briefings as needed; communicates with members of the media and tracks and evaluates media coverage of the department. Participates in on-call rotation for responding to weekend media inquiries.



	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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:
	70

	Coordinate the MDHHS response to media inquiries. Provide information to the media and the public proactively and as requested.

	Individual tasks related to the duty:
	
	

	· Create and disseminate messaging to support communications strategies consistent with the vision of department leadership. 
· Collaborate with and support the senior MDHHS PIOs in responding to and planning for departmentwide initiatives and statewide media events and impacts.
· Coordinate with internal staff and media stakeholders to respond to and arrange interviews with print, radio, television and electronic media journalists.
· Create media advisories, press releases, op-eds, FAQs and talking points for department leadership, ensuring consistent communication for MDHHS outreach.
· Coordinate and attend press events with internal staff and partners.
· Communicate and distribute news stories about the department, its programs and its employees to the media. 
· Track and evaluate media coverage about the department.
· Represent MDHHS with reporters, governor's communication office, community agencies and other states involving statistical and information requests.
· Develop, draft and/or review articles for publications, articles, etc.

	Duty 2

	General Summary:
	Percentage:
	15

	Assist with development and implementation of department communication plans. 

	Individual tasks related to the duty:
	
	

	· Coordinate with communication staff and partners in developing and implementing communication plans and media campaigns by integrating efforts with earned media activities.
· Coordinate with other MDHHS staff to help draft messaging for various communication channels and department websites.
· Respond in a timely and appropriate manner to constituent inquiries as needed.

	Duty 3

	General Summary:
	Percentage:
	10

	Support the drafting of talking points, media responses and speeches for the department’s executive level staff. 

	Individual tasks related to the duty:
	
	

	· As requested, write talking points for executive level staff for press conferences, speaking engagements and interviews with members of the media.
· Assist with writing speeches, creating PowerPoint presentations, and gathering data to prepare leadership staff.

	Duty 4

	General Summary:
	Percentage:
	5

	Other duties as assigned.

	Individual tasks related to the duty:
	
	

	· Generate reports.
· Review FOIAs.
· May include special projects. 
· Participates in media and position-specific trainings as needed.









	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

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




	
	

		Independent judgement and knowledge is necessary to carry out assignments. Decisions regarding work priorities and presentation/marketing format and style. Day to day communications.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		Dealing with unusual situations, especially those that pertain to confidential department or client information. Initiation of new programs.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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, some travel required to events, interviews and county 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?




	
	

	
		Position functions as an associate public information officer for external communications.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
			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 External Affairs & 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. This position is responsible for coordinating the department’s internal communication strategy and implementation, as well as editorial services. 






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			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 9
No specific type or amount is required.

Communications Representative 10
One year of professional experience in preparing and disseminating informational and promotional materials equivalent to a Communications Representative 9.

Communications Representative P11
Two years of professional experience in preparing and disseminating informational and promotional materials equivalent to a Communications Representative, including one year equivalent to a Communications Representative 10.

Alternate Education and Experience

Communications Representative 9
Possession of a bachelor's degree in any major with two years of experience equivalent to a Communications Representative may be substituted for the education requirement.

OR

Completion of 60 semester (90 term) credits including 16 semester (24 term) credits in any combination of coursework in the following areas: English, journalism, communications, broadcasting, telecommunications, advertising, communication arts, marketing, or public relations, AND two years of experience equivalent to a Communications Representative may be substituted for the education requirement.

OR

Educational level typically acquired through completion of high school and four years of experience equivalent to a Communications Representative may be substituted for the education requirement.




	
	
	
	
	
	
	

		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 plans 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.



	

	
	
	
	
	

	
		



	
		8/25/2026



	

	
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



