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1.
Position Code



	
	State of Michigan

Department of Civil Service

Capitol Commons Center, P.O. Box 30002

Lansing, MI 48909
	

	Federal privacy laws and/or state confidentiality requirements protect a portion of this information.
	POSITION DESCRIPTION
	


	This form is to be completed by the person that occupies the position being described and reviewed by the supervisor and appointing authority to ensure its accuracy.  It is important that each of the parties sign and date the form.  If the position is vacant, the supervisor and appointing authority should complete the form.

This form will serve as the official classification document of record for this position.  Please take the time to complete this form as accurately as you can since the information in this form is used to determine the proper classification of the position.  THE SUPERVISOR AND/OR APPOINTING AUTHORITY SHOULD COMPLETE THIS PAGE.

	
2.
Employee’s Name (Last, First, M.I.)


	
8.
Department/Agency

Department of Technology Management and Budget

	
3.
Employee Identification Number


	
9.
Bureau (Institution, Board, or Commission)

Office of Retirement Services - ORS

	
4.
Civil Service Classification of Position

Departmental Analyst 9/10/P11
	
10.
Division

Organizational Support

	
5.
Working Title of Position (What the agency titles the position)

Analyst
	
11.
Section

Process Support

	
6.
Name and Classification of Direct Supervisor

Christina Franco, Departmental Manager 14
	
12.
Unit



	
7.
Name and Classification of Next Higher-Level Supervisor

Meg Skelley, Division Director 17
	
13.
Work Location (City and Address)/Hours of Work

Stevens T. Mason Building, 530 W. Allegan Street, Lansing, MI  48933; Monday-Friday, 8:00 a.m. – 5:00 p.m.  

	
14.
General Summary of Function/Purpose of Position

This position will facilitate the coordination and management of ORS application miAccount changes required by Process Support and other ORS business processes.  This work includes opening requests and ensuring that the appropriate steps of the application support process are followed for each item.  This position will be responsible for defining and documenting business requirements for application changes needed for ongoing operations. 
This position will analyze performance of business and administrative activities for the Office of Retirement Services and Process Support as assigned using statistical analysis and data query tools.  Develop processes to improve data quality and find existing data issues and resolve them through a standardized and repeatable process.  Analyze existing processes and services and identify potential process improvements that will improve service quality to ORS’ customers.  Participate in defining requirements, the development, testing, and implementation of complex data applications (work processing systems) for the multiple retirement systems.  Develop and implement data analytics and inventory management reporting tools to support a hybrid-working environment.  Create queries and ad hoc reports as well as provide support to other staff in the office for data query and ad hoc reporting through training or assistance in query development.

	For Civil Service Use Only



	
15.
Please describe your assigned duties, percent of time spent performing each duty, and explain what is done to complete each duty.



List your duties in the order of importance, 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
30
Work with the Business Process Owner to identify, define & deliver system changes related to miAccount.

	Individual tasks related to the duty.

· Actively seek input from staff to identify functional problems or opportunities for system enhancements that will improve efficiency for Process Support operations. Facilitate open discussions about changes and improvements.

· Defect management and assist in prioritizing system changes

· Fully identify and document issues and opportunities. Support/conduct root cause analysis activities.

· Estimate business resource requirements.  Translate business needs to system/application features or requirements.  Assist in validating requirements, along with business Subject Matter Experts.

· Coordinate with the Application Support Team to identify solutions and plan for delivery.

· Coordinate/perform testing of solutions. Work with staff to ensure that the solution resolves the original issue or achieves the opportunity.

· Participate in regression testing of system and in new initiatives associated with system upgrades and enhancements, including security testing, data management planning and documentation.

· Resolve any implementation issues.  Ensure IT projects are technically satisfactory for current and future systems environments and can be maintained during an appropriately projected life cycle.

· Understand the release management process for building system functional changes and create plans to deliver changes; participate in Release Planning meetings

· Identify, develop, approve, publish forms related to miAccount and associated ORS applications.



	Duty 2
General Summary of Duty 2
% of Time

30
Data Reporting, Query Requests and Support

	· Compile statistical information on ORS business processes through the development and execution of queries and ad hoc reporting.

· Support business process by developing data query requirements, documenting the query requests, creating the queries, and training the appropriate process staff on executing and analyzing the queries

· Provide support to the other business processes in analyzing the data and looking for trends

· Train ORS staff regarding ORS data and query tools

· Generate queries upon request to meet new/immediate business needs
· Serves as a Process Support representative for office-wide technology deployments. Documents process support requirements and assists in creating and executing test plans.


	Duty 3
General Summary of Duty 3
% of Time

25
Provide Data Analytics support to the End-User Coordination service team.

	Individual tasks related to the duty.
· Develop and implement data analytics and inventory management reporting tools to support a hybrid-working environment.  
· Develop processes to improve data quality and find existing data issues and resolve them through a standardized and repeatable process

· Develop processes that will seek to prevent new data from being incorrectly entered into our systems 

· Examine existing data to ensure that data meets the business rules that are established for our processes

· Train ORS staff on data quality processes

· Compile statistical information on ORS business processes through the development and execution of queries and ad hoc reporting.

· Support business process by developing data query requirements, documenting the query requests, creating the queries, and training the appropriate process staff on executing and analyzing the queries

· Develop and implement data analytics and inventory management reporting tools to support a hybrid-working environment.  

· Provide support to the other business processes in analyzing the data and looking for trends

· Train ORS staff regarding ORS data and query tools

· Generate queries upon request to meet new/immediate business needs


	Duty 4

General Summary of Duty 4
% of Time

15
This position will support Process Support technology development activities and cross process testing and development efforts.  

Serve as a Process Support data-designee on ORS wide technology development projects or technology projects related to overall system support and supporting technologies (overarching security improvements, middleware upgrades, database migrations, server upgrades, etc.)

	Individual tasks related to the duty.

· Leads the technology fixes and enhancements for the Process Support business process.  Coordinating User Acceptance Testing and regression testing for Process Support technologies.  Completing required documentation in conjunction with DTMB-Agency Services Supporting Retirement functional analysts.

· Prioritizes and gives direction to the Agency Services Supporting Retirement functional analysts and Project Managers on Process Support related technology enhancements and fixes.

· Collaborates across processes to ensure administrative, workflow and imaging functionality meets cross process demands.

· Develops testing plans that ensure quality technology delivery; provides oversight to other Process Support staff on the completeness and effectiveness of their testing plans.

· Serves as the Process Support representative for office-wide technology deployments. Documents process support requirements and assists in creating and executing test plans.

· Serve as a Data Support Team designee to ORS business process areas as needed for process initiatives and projects.


	
16.
Describe the types of decisions you make independently in your position and tell who and/or what is affected by those decisions.  Use additional sheets, if necessary.

Decisions necessary to carry out the tasks listed in 14 and 15

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

Media, legal or legislative matters; process changes that significantly impact other processes; expense and contracting issues.

	
18.
What kind of physical effort do you use in your position?  What environmental conditions are you physically exposed to in your position?  Indicate the amount of time and intensity of each activity and condition.  Refer to instructions on page 2.

This is a standard office environment using a computer most of the day.  You will be required to retrieve materials from the copier and facsimile equipment throughout the day.  Standing, stooping, walking, sitting, kneeling, bending is all required to successfully complete the tasks of this position.

	
19.
List the names and classification titles of classified employees whom you immediately supervise or oversee on a full-time, on-going basis.  (If more than 10, list only classification titles and the number of employees in each classification.)

	NAME
	CLASS TITLE
	NAME
	CLASS TITLE

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
20.
My responsibility 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.

	
21.
I certify that the above answers are my own and are accurate and complete.


Signature


Date


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

	TO BE COMPLETED BY DIRECT SUPERVISOR


22.
Do you agree with the responses from the employee for Items 1 through 20?  If not, which items do you disagree with and why?

Yes

	
23.
What are the essential duties of this position?

The essential duties of this position are to provide statistical and analytical support both within Process Support and to the other ORS business processes.  Additionally, the position will seek to improve and maintain the overall quality of ORS data through the development of a repeatable process.  Additionally, this position will analyze existing processes and services and identify potential process improvements that will improve service quality to ORS’s customers.  These duties will be achieved using query and ad hoc reporting and through the analysis of the data to look for trends.   



	
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?

Managing and controlling ORS’ business data is a key function of the process to enable and improve business processes through data analysis and technology.

	
26.
In your opinion, what are the minimum education and experience qualifications needed to perform the essential functions of this position.

	EDUCATION:

Minimum Civil Service requirements

	EXPERIENCE:

Minimum Civil Service requirements

	KNOWLEDGE, SKILLS, AND ABILITIES:

Knowledge of SQL and Ad Hoc reporting tools

Ability to analyze data for trends and understand how each data set fits into the larger database

Ability to manage projects and develop queries from business requirements

	CERTIFICATES, LICENSES, REGISTRATIONS:

N/A

	NOTE:  Civil Service approval of this position does not constitute agreement with or acceptance of the desirable qualifications for this position.

	
27.
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

	
28.
Indicate any exceptions or additions to the statements of the employee(s) or supervisor.



	
29.
I certify that the entries on these pages are accurate and complete.


Appointing Authority’s Signature


Date


Page 5

