CS-214

Position Code
Rev 11/2013

1 LGLSECE or A

State of Michigan

Civil Service Commission
Capitol Commons Center, P.O. Box 30002
Lansing, M1 48909

POSITION DESCRIPTION

This position description serves as the official classification document of record for this position. Please
complete this form 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.1.) 8.Department/Agency

ATY GNRL CENTRAL OFFICE

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

Consumer and Regulatory Enforcement Bureau

4.Civil Service Position Code Description 10.Division
Legal Secretary E or A Alcohol and Gambling Enforcement Division
5.Working Title (What the agency calls the position) 11.Section

Legal Secretary

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

Womble, Susan M; Division Legal Secretary SPV-2

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

McGehee, Donald S; Attorney Administrator -3 2860 Eyde Parkway, 2nd Floor, East Lansing, Ml 48823
Monday-Friday 8:00 a.m. to 5:00 p.m.

14. General Summary of Function/Purpose of Position

This position provides legal support to the Assistant Attorneys General assigned to the Alcohol and Gambling Enforcement Division
of the Department of Attorney General in East Lansing. Duties include general legal support including, but not limited to, formatting
and proofreading memoranda, letters and legal pleadings, docketing/calendaring, maintaining/organizing case files, scheduling of
meetings and court hearings, answering telephones and opening and closing case files in the department database. The position
requires an understanding of the legal process and procedural requirements of filing/electronically filing in administrative, Federal
and Circuit Courts in the State of Michigan. The secretary in this position cannot visit any state-licensed casino in Michigan or any
casino owened or operated by entities affiliated with casinos licensed in Michigan.
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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 of Duty 1 % of Time __ /2

Preparation, filing and maintenance of legal documents, general assignment documents, correspondence, email,
memoranda and other office records.

Individual tasks related to the duty.

* Proofread and edit memoranda, correspondence, and pleadings utilizing computer word processing software

pursuant to attorney instructions and departmental guidelines. Input all final work product into the Department's
database, Legal Files.

* Opening and closing of division assigned files in Legal Files.

» File legal documents with the proper court and counsel of record, including electronic filings in administrative court,
Federal and State courts in accordance with proper court rules and local court rules.

e Maintain secondary email addresses for individual attorneys through PACER and other systems.

» Process electronic requests for department credit card information for filing fees, motion fees, etc.

Duty 2
General Summary of Duty 2 % of Time 5

Maintenance of division calendars and scheduling meetings and hearings.

Individual tasks related to the duty.

o Maintain attorneys' calendars, schedule meetings, depositions and hearings. Notify appropriate parties involved of
dates and times of hearings scheduled by the court.
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Duty 3
General Summary of Duty 3 % of Time 10

Communication with management and staff of client agencies, state and federal agencies, court personnel, private sector
attorneys, and with members of the public.

Individual tasks related to the duty.

Answer telephone calls in a professional and courteous manner, route calls appropriately, take accurate messages
and provide information within attorneys' or supervisor's guidellines. Appropriate use of voicemail for messages.

« Proper use of the email system in transmitting messages to division staff, client agencies, state and federal
agencies, private sector attorneys, etc.

« Open, date-stamp, calendar, scan and save to Legal files and properly distribute First Class mail items received by
the division. Properly re-route mail not assigned to our division.

» Serve as a liaison between assigned attorneys and court systems or administrative law judge(s) and staff.
Transmits privileged legal and other information among staff and authorized persons.

Duty 4
General Summary of Duty 4 % of Time

Individual tasks related to the duty.
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Duty 5
General Summary of Duty 5 % of Time

Individual tasks related to the duty.

Duty 6
General Summary of Duty 6 % of Time

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

Prioritizing of assignments, screening of telephone calls and mail to determine to whom within the division the matter
should be referred, scheduling court hearings and coordinating attorneys' calendars. Independent communications
with agency staff, including communications concerning pending matters and AGED procedures.

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

When situations or questions involve procedures that have not previously arisen; questions of interpretation of statutes
or rules requiring an attorney's expertise; and at any time when unsure of property procedure or supervisor's viewpoint.

18. What kind of physical effort is used to perform this job? What environmental conditions is 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. The duties require
physical efforts associated with typing, filing, answering telephones, scanning and copying. Some bending, stooping,
kneeling, carrying and lifting up to 10 pounds.

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. (If more than 10, list only classification titles and the number of employees in each classification.)

NAME CLASSTITLE NAME CLASSTITLE

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

____Complete and sign service ratings. ____Assign work.

____Provide formal written counseling. ____Approve work.

____Approve leave requests. ____Review work.

____Approve time and attendance. ____Provide guidance on work methods.
____Orally reprimand. ____Train employees in the work.
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22. Do you agree with the responses for Items 1 through 20? If not, which items do you disagree with and why?

23.  What are the essential functions of this position?

This position provides administrative and legal secretarial services to Assistant Attorneys General assigned to the Alcohol and
Gambling Enforcement Division. This includes preparation of legal documents, memoranda, and all forms of correspondence. The
position provides support in data entry into the department's database/case control system (currently Legal Files). There will also be
calendaring, handling the mail and working with the public, outside agencies, courts and public-sector legal counsel. The ability to
follow sometimes complex instructions.

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

N/A

25. What is the function of the work area and how does this position fit into that function?

The Alcohol and Gambling Enforcement Division is legal counsel for the Gaming Control Board, Bureau of State Lottery, Liquor
Control Commission, Department of Military and Veterans Affairs, Commission on Law Enforcement Standards and the Sheriff's
Coordinating and Training Council. This position also handles assignments regarding firearm and bottle return issues for the
Attorney General. This position provides administrative and legal secretarial services full-time to the Assistant Attorneys General
who work in gambling, liquor and lottery enforcement, military and veterans affairs, commission on law enforcement standards and
the sheriff's coordinating and training counsel. This assignment includes preparing of pleadings, memoranda, correspondence,
communication and maintaing proper records.
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26. What are the minimum education and experience qualifications needed to perform the essential functions of this position?

EDUCATION:
Completion of High School.

EXPERIENCE:
As required by applicable Civil Service job specifications.

KNOWLEDGE, SKILLS, AND ABILITIES:

Integrity, honesty and a desire to serve the public in a confidential secretarial position. The position requires a willingness to learn
and understand court procedures; language skills including spelling, grammar and punctuation; organizational skills and an ability to
prioritize assignments; typing skills and knowledge of personal computers and other office equipment; an ability to communicate
effectively using discretion in giving out information and referring callers; an ability to handle documents from written, oral or
computer-generated formats; knowledge of office practices and procedures, court rules and hearing practices.

CERTIFICATES, LICENSES, REGISTRATIONS:
N/A

NOTE: Civil Service approval of this position does not constitute agreement with or acceptance of the desirable gualifications for 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’s Signature Date

TO BE FILLED OUT BY APPOINTING AUTHORITY

Indicate any exceptions or additions to statements of the employee(s) or supervisors.

I certify that the entries on these pages are accurate and complete.

Appointing Authority Signature Date

TO BE FILLED OUT BY EMPLOYEE

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’s Signature Date

NOTE: Make a copy of this form for your records.
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	Untitled

	PosCode: LGLSECE or A
	EmplID: 
	Class: Legal Secretary E or A
	WorkTitle: Legal Secretary
	Supv: Womble, Susan M; Division Legal Secretary SPV-2
	SupvNext: McGehee, Donald S; Attorney Administrator -3
	Name: 
	Dept: ATY GNRL CENTRAL OFFICE
	Bureau: Consumer and Regulatory Enforcement Bureau
	Division: Alcohol and Gambling Enforcement Division
	Section: 
	Unit: 
	Location: 2860 Eyde Parkway, 2nd Floor, East Lansing, MI 48823

Monday-Friday 8:00 a.m. to 5:00 p.m.
	Summary: This position provides legal support to the Assistant Attorneys General assigned to the Alcohol and Gambling Enforcement Division of the Department of Attorney General in East Lansing.  Duties include general legal support including, but not limited to, formatting and proofreading memoranda, letters and legal pleadings, docketing/calendaring, maintaining/organizing case files, scheduling of meetings and court hearings, answering telephones and opening and closing case files in the department database.  The position requires an understanding of the legal process and procedural requirements of filing/electronically filing in administrative, Federal and Circuit Courts in the State of Michigan.  The secretary in this position cannot visit any state-licensed casino in Michigan or any casino owened or operated by entities affiliated with casinos licensed in Michigan.
	Percent: 
	1: 75
	2: 5
	3: 10
	4: 
	5: 
	6: 

	Duty: 
	1: Preparation, filing and maintenance of legal documents, general assignment documents, correspondence, email, memoranda and other office records. 
	2: Maintenance of division calendars and scheduling meetings and hearings.
	3: Communication with management and staff of client agencies, state and federal agencies, court personnel, private sector attorneys, and with members of the public.
	4: 
	5: 
	6: 

	Tasks: 
	l:      Proofread and edit memoranda, correspondence, and pleadings utilizing computer word processing software  pursuant to attorney instructions and departmental guidelines.  Input all final work product into the Department's database, Legal Files.
•    Opening and closing of division assigned files in Legal Files.
•    File legal documents with the proper court and counsel of record, including electronic filings in administrative court, Federal and State courts in accordance with proper court rules and local court rules.
•    Maintain secondary email addresses for individual attorneys through PACER and other systems.
•    Process electronic requests for department credit card information for filing fees, motion fees, etc.

	3:      Answer telephone calls in a professional and courteous manner, route calls appropriately, take accurate messages and provide information within attorneys' or supervisor's guidellines.  Appropriate use of voicemail for messages.
•    Proper use of the email system in transmitting messages to division staff, client agencies, state and federal agencies, private sector attorneys, etc.
•    Open, date-stamp, calendar, scan and save to Legal files and properly distribute First Class mail items received by the division.  Properly re-route mail not assigned to our division.
•    Serve as a liaison between assigned attorneys and court systems or administrative law judge(s) and staff.  Transmits privileged legal and other information among staff and authorized persons.
	4: 
	5: 
	6: 
	2:      Maintain attorneys' calendars, schedule meetings, depositions and hearings.  Notify appropriate parties involved of dates and times of hearings scheduled by the court.  

	Decisions: Prioritizing of assignments, screening of telephone calls and mail to determine to whom within the division the matter should be referred, scheduling court hearings and coordinating attorneys' calendars.  Independent communications with agency staff, including communications concerning pending matters and AGED procedures.     
	DecisionsSupv: When situations or questions involve procedures that have not previously arisen; questions of interpretation of statutes or rules requiring an attorney's expertise; and at any time when unsure of property procedure or supervisor's viewpoint.
	Physical: Work is performed in an office setting often sitting for long periods of time in front of a computer.  The duties require physical efforts associated with typing, filing, answering telephones, scanning and copying.  Some bending, stooping, kneeling, carrying and lifting up to 10 pounds.
	EmplName: 
	1: 
	2: 
	3: 
	4: 
	5: 
	6: 
	7: 
	8: 
	9: 
	10: 

	EmplClass: 
	1: 
	2: 
	3: 
	4: 
	5: 
	6: 
	7: 
	8: 
	9: 
	10: 

	Check: 
	1: 
	2: 
	3: 
	4: 
	5: 
	6: 
	7: 
	8: 
	9: 
	10: 

	SupvAgree: 
	EssDuties: This position provides administrative and legal secretarial services to Assistant Attorneys General assigned to the Alcohol and Gambling Enforcement Division. This includes preparation of legal documents, memoranda, and all forms of correspondence.  The position provides support in data entry into the department's database/case control system (currently Legal Files).  There will also be calendaring, handling the mail and working with the public, outside agencies, courts and public-sector legal counsel.  The ability to follow sometimes complex instructions.
	Changed: N/A
	SupvFunction: The Alcohol and Gambling Enforcement Division is legal counsel for the Gaming Control Board, Bureau of State Lottery, Liquor Control Commission, Department of Military and Veterans Affairs, Commission on Law Enforcement Standards and the Sheriff's Coordinating and Training Council.  This position also handles assignments regarding firearm and bottle return issues for the Attorney General.  This position provides administrative and legal secretarial services full-time to the Assistant Attorneys General who work in gambling, liquor and lottery enforcement, military and veterans affairs, commission on law enforcement standards and the sheriff's coordinating and training counsel.  This assignment includes preparing of pleadings, memoranda, correspondence, communication and maintaing proper records.
	Education: Completion of High School.
	Experience: As required by applicable Civil Service job specifications.
	KSA: Integrity, honesty and a desire to serve the public in a confidential secretarial position.  The position requires a willingness to learn and understand court procedures; language skills including spelling, grammar and punctuation; organizational skills and an ability to prioritize assignments; typing skills and knowledge of personal computers and other office equipment; an ability to communicate effectively using discretion in giving out information and referring callers; an ability to handle documents from written, oral or computer-generated formats; knowledge of office practices and procedures, court rules and hearing practices. 
	Licenses: N/A


