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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

	
	ATY GNRL CENTRAL OFFICE

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

	
	Environmental and Government Operations

	4. Civil Service Position Code Description
	10. Division

	Division Head Legal Secretry-A
	Civil Rights and Special Initiatives Division

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

	Division Head Legal Secretary 10
	

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

	GIOVANATTI, NEIL; ATTORNEY ADMINISTRATOR-3
	

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

	MANNING, SEAN P; SENIOR EXECUTIVE ATTORNEY
	525 W. Ottawa Street, Lansing, MI 48909 / Monday-Friday 8 a.m. to 5 p.m.




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		This position provides second-level advanced legal secretarial duties for the Civil Rights and Special Initiatives Division Chief.  This position performs complex administrative legal secretarial activities in matters involving complex litigation and administrative secretarial activities. The position serves as a liaison to the Division Chief, staff attorney's, federal and state courts; reviewing, prioritizing, and preparing draft responses to a large volume of pleadings and correspondence, including conducting independent research and handling of confidential information; compiling department reports; documents and correspondence; docketing case files; scheduling meetings and hearings; and other tasks required to meet the department’s goals and objectives. The position requires advanced legal secretarial and administrative skills, as well as the ability to exercise discretion, act independently, and communicate effectively with parties.



	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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

	Preparation of legal documents and correspondence.

	Individual tasks related to the duty:
	
	

	· Independently determine which calls can be handled by the Advanced Legal Secretary, and which calls require consultation with the Division Chief.
· Independently respond to inquiries on a variety of matters that do not require consultation with the Special Litigation Division Chief.
· Log and organize messages that require further consultation with the Division Chief.
· Check court files and other sources of information to get further background and other relevant information.
·  Provide proposed responses, as appropriate.
· Type, format, proofread, archive and print legal documents related to complex cases.
·  Serve as liaison to Division Chief, staff attorneys, federal and state courts, related to court cases, meetings, and appointments. 

	Duty 2

	General Summary:
	Percentage:
	15

	Review, prioritize, and draft responses to correspondence and pleadings.

	Individual tasks related to the duty:
	
	

	· Open, log, and organize incoming mail to the Civil Rights and Special Initiatives Division Chief and staff attorneys.
· Independently compose and prepare routine responses to correspondence and email using knowledge of  court rules.
· Review, organize, and draft proposed responses to pleadings filed in probate court using knowledge of probate rules and substantive law.
· Independently conduct research.
· Proofread and correct responses to correspondence and pleadings for correct grammar, spelling, punctuation, format, syntax, and content.
· Assemble and summarize information from files, newspapers, journals, documents, and other available resources for use by the Division Chief and staff attorneys.
· Maintain Division Chief's calendar.

	Duty 3

	General Summary:
	Percentage:
	15

	Input, retrieve, review, update and delete information, and prepare department reports using State of Michigan computer programs and databases.

	Individual tasks related to the duty:
	
	

	· Open, update, and close files in the department’s Legal Files database.
· Input, retrieve, update, and delete information using other programs and databases.
· Preparation of the department’s monthly reports and other department reports.
· Research and gather information on special subjects or projects as assigned by Division Chief or the Executive Office.









	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

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




	
	

		Prioritization of workload, organization of project files, answering telephone inquiries, and directing to appropriate personnel.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		When clarification is needed for an unfamiliar or unique assignment, situation or procedure






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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.




	
	

		Work is performed in an office setting often sitting for long periods of time in front of a computer.  There is often stress in meeting deadlines.  The position requires occasional lifting, bending, walking, standing and crouching.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			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 serves as Division Head Legal Secretary for the Special Litigation Division Chief.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
			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 Civil Rights and Special Initiative Division handles all civil rights matters and special initiatives.  The division advises and represents the Michigan Civil Rights Commission (MCRC), the Michigan Department of Civil Rights (MDCR), the Michigan Women’s Commission (MWC), the Commission on Middle Eastern American Affairs (CMEAA) and the Division on Deaf, Deafblind and Hard of Hearing (DODDBHH).  The Division also handles cases and other legal matters of national and statewide significance as directed by the Attorney General. This position will provide advanced level legal secretarial support to the Special Litigation Division Chief. 






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			26. What are the minimum education and experience qualifications needed to perform the essential functions of this position.



	

	
	
	
	
	
	
	

		EDUCATION:



	
	
	
	
	

	
	
	
	
	
	
	

		Education level typically acquired through completion of high school. 




	
	
	
	
	
	
	

		EXPERIENCE:



	
	
	
	
	

	
	
	
	
	
	
	

		
Division Head Legal Secretary 10
Five years of administrative support experience, including two years involving legal secretarial practices equivalent to a Legal Secretary E8, or one year equivalent to a Legal Secretary 9.




	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		Strong interpersonal and communication skills. Thorough knowledge of correct English usage, spelling,
punctuation, legal terminology and syntax. The capability to organize and format legal documents and
correspondence. The ability to operate and interface with computers, office equipment, databases, case
management and other electronic systems, including Legal Files. Complete understanding of
department practices and procedures. The ability to apply instructions and guidelines to specific
problems arising in the work area. Knowledge of the court rules and procedures, including e-filing.
Organizing and maintaining filing systems. Ability to effectively deal with people, work well under highly
stressful conditions, follow complex instructions, and use diplomacy and discretion




	
	
	
	
	
	
	

		CERTIFICATES, LICENSES, REGISTRATIONS:



	
	
	

	
	
	
	
	
	
	

		N/A




	
	
	
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



