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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

	
	TREASURY CENTRAL PAYROLL

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

	
	Tax Administration Services Bureau

	4. Civil Service Position Code Description
	10. Division

	Departmental Analyst-A
	Special Taxes Division

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

	Business Analyst
	Tobacco/Miscellaneous Taxes and Fees


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

	MAGUIRE, CALEB R; STATE ADMINISTRATIVE MANAGER-1
	

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

	LITTLEJOHN, ANGELA N; STATE DIVISION ADMINISTRATOR
	OPERATIONS CENTER, DIMONDALE, MI 48821
Monday - Friday, 8:00 am to 5:00 pm




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

	The Special Taxes Division is responsible for the administration of the Michigan tax statutes governing a variety of complex and nuanced taxes and fees. This administration requires alignment and partnership with stakeholders within the Department of Treasury, and other State of Michigan Departments and agencies. These taxes and fees generate significant revenue and require careful review, monitoring, and technical support to ensure successful operations. While providing support for these taxes and fees, this position:
 
(1) Supports the Division by overseeing business processes and providing support for the systems used.  
(2) Creates and maintains ad-hoc reports and provides data analysis for the Division. 
(3) Handles Freedom of Information Act (FOIA) requests and participates in system risk assessment reviews.  
(4) Serves as team leader in business and system implementation and enhancement projects.   

	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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

	Position will be responsible for overseeing changes and improvements to the information systems utilized in the business area, and monitoring system change requests.  Position will be responsible for determining testing scope and timeline, and for organizing, planning and implementing testing activities.  Position will also be responsible for developing and updating training material, procedures and job outlines.

	Individual tasks related to the duty:
	
	

	· Identify major areas of policy changes that require system changes and develop a testing plan to verify those changes work properly and have the desired impact.   
· Examine testing and data verification results and provide recommendations regarding subsequent course of action for management.
· Develop, maintain and present a monthly or quarterly report for division management that describes testing initiatives, issues encountered during the testing cycle and the impact to testing timeline, as well as provide recommendations for improvements to future testing cycles.
· Develop and implement metrics to appropriately convey training needs and outcomes. 
· Determine when communication to staff related to changes, special instructions, draft guidelines, forms or other relevant information is necessary and approve the communication.
· Design and conduct surveys or special studies to evaluate and implement programs and training.

	Duty 2

	General Summary:
	Percentage:
	30

	Create, maintain and analyze information system related data reports.  Recommend information system and process improvement initiatives.

	Individual tasks related to the duty:
	
	

	· Develop, maintain and present a monthly or quarterly report for division management that describes system issues and resolutions, changes to business rules and the impact to production, revenue and customer service.  Provide recommendations for system updates and business rules for the next processing year. 
· Document and report to management the impact of newly implemented business rules on revenue, customer service and public relations.
· Develop, maintain and present to management on a monthly basis data projections and data trend analysis for each program area in the Special Taxes Division.  

	Duty 3

	General Summary:
	Percentage:
	15

	Review and analyze the impacts to the Division of new legislation, rules and policy changes and litigation. 

	Individual tasks related to the duty:
	
	

	· Review research and analysis of “Experienced” level analysts as it relates to existing or proposed legislation and policy changes and provide final recommendation to management.
· Perform written recommendations to management after review of analysis by “Experienced” level analyst related to complex tax policy and legislative problems and issues.
· Serve as Special Taxes’ expert at informal conferences, depositions, and court proceedings as they relate to complex Special Taxes issues.   

	Duty 4

	General Summary:
	Percentage:
	10

	Serve as the Special Taxes Privacy and Security and Audit point of contact for all review and analysis of risk in the Division. 

	Individual tasks related to the duty:
	
	

	· Oversee and approve the bi-annual ICE, RCAM and Keylight reviews for presentation and sign off by the Division Administrator and Bureau Director.  Recommend changes to experienced level analyst prior to sign off.
· Develop, implement and approve compensating controls and monitoring activities to be put in place for processes in Special Taxes to mitigate risk to the Division. 
· Special taxes project leader for large scale and high-profile projects and audits (IRS audits, Internal audit reviews, Auditor General audits).


	Duty 5

	General Summary:
	Percentage:
	5

	Other duties as assigned.

	Individual tasks related to the duty:
	
	

	· Other duties as assigned.









	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

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




	
	

		Expected to make day-to-day and week-to-week priority decisions independently. Expected to work independently in the process of researching current business or system operations as they relate to the Special Taxes Division and proposing alternatives and recommendations for new processes. Determine appropriate software package needs to achieve goals of the system/program.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		Additional guidance when conducting research alternatives. 
When conflicting priorities arise. 
Process changes.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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.




	
	

		This position must resolve problems quickly and effectively. There are frequent deadlines that are imposed by external forces; alternative work schedule may be required. This position must work independently as part of a large Division wide support team.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			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 incumbent must perform the tasks accurately. Research must be meticulous; all alternatives must be presented without bias; specifications must be developed with attention to detail; software program assessment must follow structured techniques; testing must be thorough; implementation coordination must be well planned. The most important duty, however, is to communicate with the user, both listening and lending professional advice. The second most important duty lies in the task of software program assessment and testing and ensuring quality and integrity of data are maintained. Includes all requirements listed in Section 18 of this PD. 






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	Position description has been updated to represent changes based on centralization and modernization of duties.

	
	Position description has been updated to represent changes based on centralization and modernization of duties. 





	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		The Special Taxes Division is responsible for the administration of the Michigan tax statutes governing a variety of complex and nuanced taxes and fees. This administration requires alignment and partnership with stakeholders within the Department of Treasury, and other State of Michigan Departments and agencies. These taxes and fees generate significant revenue and require careful review, monitoring, and technical support to ensure successful operations. This position is responsible for the maintenance, enhancement and evaluation of division programs. 







	

	
	
	
	
	
	
	
	
	
	
	

	
	
			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 any major.





	
	
	
	
	
	
	

		EXPERIENCE:



	
	
	
	
	

	
	
	
	
	
	
	

		
Departmental Analyst 12
Three years of professional experience, including one year of experience equivalent to the experienced (P11) level in state service.

Alternate Education and Experience

Departmental Analyst 12
Educational level typically acquired through completion of high school and the equivalent of at least two years of full-time active-duty experience at or above the E-6 level in the uniformed services may be substituted for the education requirement.






	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		· Knowledge of database query tools, Microsoft office tools and operating systems. 
· Knowledge of electronic file formats, such as XML, Excel, and CSV. 
· Ability to recognize, gather, assemble, correlate and analyze facts; draw conclusions; define problems; devise solutions and alternatives. Research and investigate the application of various software programs available to meet the Special Taxes Division needs. 
· Ability to communicate effectively with others; particularly technical terminology at a level appropriate to the audience. Ability to establish and maintain effective relations with program users.
·  Ability to interpret laws, rules and regulations related to their work.




	
	
	
	
	
	
	

		CERTIFICATES, LICENSES, REGISTRATIONS:



	
	
	

	
	
	
	
	
	
	

		FTINPRINT sub-class code. The position has access to Federal Tax Information (FTI).




	
	
	
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



