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		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

	
	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
	Office of Communications

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

	Associate Communications Representative
	Advertising, Marketing & Creative Services

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

	MILLER, AMY J; STATE ADMINISTRATIVE MANAGER-1
	

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

	DARLING, DARICE R; STATE OFFICE ADMINISTRATOR
	333 S. Grand Avenue, Lansing, MI 48933 / Monday - Friday; 8am to 5pm




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		This position supports the MDHHS Office of Communications with a wide range of professional writing, editing and background research, including social media and department proclamations, as well as external publication review, and vetting policies and requests. Responsibilities also include supporting media campaign requests and budget, and creating content, including writing non-executive talking points, newsletter articles and organic social media posts.



	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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:
	35

	Develop and review MDHHS content and messaging.

	Individual tasks related to the duty:
	
	

	· Support Office of Communications’ efforts to develop consistent messaging in line with department branding and priorities, especially in development of non-executive talking points. 
· Conduct research for background context and fact checking for social media and website content, proclamations, 
talking points, newsletter articles, etc.
· Assist with writing social media drafts and content.
· Help ensure that website content is current, supports marketing initiatives and aligns with branding/style standards. 
· Review external publication drafts to ensure content aligns with brand and style standards, complies with ADA guidelines and is suitable for the target audience.
· Organize and archive talking points and messaging for MDHHS initiatives updated in coordination with Office of Communications staff.

	Duty 2

	General Summary:
	Percentage:
	35

	Review new and updated external publications, materials and presentations promoting MDHHS programs and services. 

	Individual tasks related to the duty:
	
	

	· Track, monitor and coordinate distribution of publication submissions by MDHHS programs and services for Office of Communications review.
· Monitor processes, workflows and schedules to determine best use of resources to complete reviews accurately and on time.
· Serve as a mediator between programs and the Office of Communications, including reminders about deadlines and escalating issues as needed.
· Collaborate with communications staff to resolve production problems and improve workflows.
· Develop systems to organize and archive publications.

	Duty 3

	General Summary:
	Percentage:
	20

	Support MDHHS paid media campaigns.

	Individual tasks related to the duty:
	
	

	· Work with MDHHS programs, as needed, to determine needs and work with the contracted advertising agency to develop media plans and creative concepts based on goals, objectives and budget. Follows up with programs as necessary.
· Help set up delivery orders once paid media campaign requests are reviewed and approved. 
· Assist with reviewing paid media campaign invoices from advertising agency of record for accuracy. Tracks payments on Excel spreadsheet.
· Organize and archive paid media campaign-related materials.

	Duty 4

	General Summary:
	Percentage:
	10

	Other duties and special projects as assigned.

	Individual tasks related to the duty:
	
	

	· Coordinate vetting processes and requests per the department policy for volunteers, awardees and staff who participate in MDHHS advertising and promotions. 
· Serve as contact for services related to document translations for MDHHS campaigns and outreach, as well as for ASL interpreters and closed captioning for MDHHS public meetings/presentations.
· Assist as needed with MDHHS-branded inventory for The Shop – the MDHHS store.









	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

	
		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 are necessary to carry out assignments. Decisions regarding work priorities and presentation/marketing format and style. Day-to-day monitoring, follow-up and communications.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		Management provides project information including goals, objectives, deliverables and anticipates time frame for delivery. Decisions that have a budgetary impact and/or have high visibility potential require management approval. Changes to policy, procedures and processes. Any messaging or documents that could be considered controversial or politically sensitive, or in conflict with department initiatives, processes or 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.




	
	

		Normal office environment. Use of personal computer, sitting for periods of time, minimal travel may be required to trainings, 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?




	
	

	
		The essential functions of the position are to support the MDHHS Office of Communications, including a wide range of professional writing, editing, review and research activities.






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		New position






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			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.  This position supports the Communications Office in carrying out a wide range of professional writing, editing and research for marketing purposes, as well as tracking and coordinating department review processes. 






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			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.
· Excellent organizational, collaboration and negotiating skills.
· Ability to handle sensitive and confidential information as well as high level of accuracy with information.
· Ability to coordinate, evaluate and present information efficiently.
· 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.



	

	
	
	
	
	

	
		



	
		9/8/2026



	

	
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



