State of Michigan Civil Service CommissionPosition Code

1. DPTLTCHAH13R

Capitol Commons Center, P.O. Box 30002 Lansing, MI 48909

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

AG

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

Prosecuting Attorneys Coordinating Council (PACC)

	4. Civil Service Position Code Description

Departmental Technician-A
	10. Division
Technical Services

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

Prosecutor Systems Technician
	11. Section

	6. Name and Position Code Description of Direct Supervisor

Brian Gauthier INFO TECH MANAGER-3
	12. Unit

	7. Name and Position Code Description of Second Level Supervisor

Dianna Collins PROSECUTOR TRNG COORD MGR-1
	13. Work Location (City and Address)/Hours of Work

116 W OTTAWA ST; LANSING, MI 48933 / 8:00 to 5:00
Monday through Friday

	14. General Summary of Function/Purpose of Position
The employee will be part of a team that provides office management systems and support to Michigan’s 83 Prosecuting Attorneys Offices, and the Attorney General Criminal Division. The position is the recognized resource to answer inquires by phone, email and web from our users. These inquires will be technical in nature as they relate to the county servers, PC's and networks. There will also be calls relating to PACC’s office management system and recommended office procedures. Assist in updating the counties and AG system when new legislation is passed and software is released. Help in the evaluation of change requests to our office management system. Will also be part of a team involved in website, hardware, and software improvements and integration.



	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:	40

This employee serves as the recognized resource for email support, phone support, and web ticket support for the Technical Services Unit of PACC from Michigan’s 83 Prosecuting Attorneys Offices and the Attorney General Criminal Division users. These inquires will be technical in nature as they relate to the county servers, PC's and networks. There will also be calls relating to PACC’s office management system which includes adult and juvenile case tracking, warrant generation, victim rights letters, subpoenas, schedules and reports and our recommended office procedures.
Individual tasks related to the duty:

· Recognized resource answering support line phone calls and create entry into online ticket application. Attempt to answer the question immediately or inform the user it will require further research.
· Recognized resource checking email group for incoming messages and create entry into online ticket application. Attempt to answer the question immediately or inform the user it will require further research.
· Recognized resource checking web ticket application for incoming messages. Attempt to answer the question immediately or inform the user it will require further research.
· Research online ticket application and office management software for solutions. Confer with other team members for solutions.
· Research online for possible solutions.
· Perform other duties as assigned

	Duty 2

General Summary:	Percentage:	40

Assist in the updating counties, 3rd party vendor, and AG system with warrant manual updates and software releases. This position will be responsible for updating information for Michigan’s western counties.  
Individual tasks related to the duty:

· Converse with users about when new releases are coming and what is changing.
· Develop “Release Notes” for users.
· Update 3rd party vendor database 
· Connect to county thru state network. Update county databases and applications.

	Duty 3

General Summary:	Percentage:	5

Assist in the testing of our office management software and other systems used in prosecutor’s offices.
Individual tasks related to the duty:


· First line of testing of our office management software and charge codes.
· Work with county users & AG users on testing.

	Duty 4

General Summary:	Percentage:	5

Create on-line & printable training manuals. Help create & maintain office management system hints and on-line help manual.
Individual tasks related to the duty:

· Help create and maintain on-line office management hints.
· Help create and maintain on-line help manual.
Make sure the manuals are readable online as well as printable if needed.

	



	Duty 5
General Summary:	Percentage:	5

Will also be part of an Agile development team involved in the research, design, development, testing and training of PACC’s various IT related projects.
Individual tasks related to the duty:

· Give input in the new development from the user prospective of the current application.
· Assist in the design and development of the new web pages and layout.
· Assist in the design and development of the new documents and reports.
· Design and develop testing protocols.
· Attend and give input in the SCRUM planning and retrospective meetings.
Attend and give input in the daily SCRUM meetings.

	Duty 6

General Summary:	Percentage:	5

Assist in the evaluation of change requests to our office management system.
Individual tasks related to the duty:

· Review change request for accuracy and completeness.
· Present the request to team members at weekly meeting.
· Document and track the request until completion



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

When responding to calls, email or support requests, you will need to determine if you should research the problem yourself or seek assistance from alternative sources(e.g. coworkers, training manuals, browser search).
Employee will need to determine the importance and priority of inquires as well as other assigned tasks.



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



	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.


The moving and setting up of computer equipment such as laptops, screens, conference phones, and projectors.



	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	Approve leave requests.	N	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?

· Answer support line, email and web inquires.
· Testing of our office management systems and charge codes.. Create online and printable help manuals.
· Assist in warrant manual updates and software releases. Assist in reviewing change requests.


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


This position is now the recognized resource for hot-line, email and web ticket support. Using personal knowledge and experience, this position is able to answer most questions immediately. This position is also be part of an Agile development team involved in the research, design, development, testing and training of various IT related projects. This position is the recognized resource for demoing, designing testing protocols and standards and writing documentation as well as assisting in web design and layout and report generation.


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

PACC’s Technical Services Unit provides training, information services, technical assistance and research for county prosecutors and the attorney general criminal division. This position is the front line support for all to these services.


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

EDUCATION:

As described in applicable Civil Service Job Specifications.
EXPERIENCE:

As described in applicable Civil Service Job Specifications.
KNOWLEDGE, SKILLS, AND ABILITIES:


Strong listening and analytical skills. Ability to handle stress and difficult people. Ability to multi-task.
Ability to accurately do detailed work.
CERTIFICATES, LICENSES, REGISTRATIONS:

None required.
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.

None


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


