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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

	
	MDHHS-COM HEALTH CENTRAL OFF

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

	
	Bureau of Epidemiology and Population Health

	4. Civil Service Position Code Description
	10. Division

	DEPARTMENTAL TECHNICIAN-E
	Division for Vital Records and Health Statistics

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

	Changes Unit Departmental Technician
	Vital Records & Health Data Services Section

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

	ROCKWELL, MICHELLE; DEPARTMENTAL SUPERVISOR-3
	Internal Control Unit— Changes Sub-Unit

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

	JAKUS, MYLES; DEPARTMENTAL MANAGER-3
	333.S. Grand Avenue 2nd floor, South Grand Building Lansing MI 48933 / 8:00 am - 5:00 pm
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		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		This position is responsible for the receipt, evaluation and processing of applications and/or documentation, prepare case files for amendments or additions to vital records; also receive, evaluate and prepare documentation and certify applications to change/add the father’s name, do name changes and record adoptions and foreign births to a Michigan birth record.  This position would also do corrections to death records. This position may also be required to process Delayed Registration of Michigan Birth & Death applications. These applications will have to be approved by Supervision, Management & the Fraud Unit.  These preparations are conducted in accordance with the Michigan Compiled Laws.  This position is also responsible for disseminating information to state, federal, local, circuit and family court offices, as well as the public relating to the change and creation of vital records and related vital record regulations.  The changes, amendments and additions are generated through the use of the Vital Events Registration Application (VERA), the Birth Registry System (BRS), the Central Paternity Registry (CPR), the VERA Paternity Index (VPI), and various PC applications.



	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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:
	30

	This position will disseminate information by phone or letter, and make determinations on procedures, processes and requirements for adding, correcting or amending records related to birth records and corrections on death records.  This will be completed by using the (VERA) Vital Events Registration Application, (BRS) Birth Registry System, (CPR) Central Paternity Registry, and (VPI) VERA Paternity Index software applications.

	Individual tasks related to the duty:
	
	

	· Types of transactions for this duty include but are not limited to the following: 
· Legal name changes 
· Adoptions 
· Foreign Births or Adoptions 
· Adding a father/remove or replace a father 
· Order of Filiations 
· Legitimations 
· Under age 1/age 1-5 and over age 6 birth cert changes 
· Death certificate changes 
· Delayed Registration of Michigan Birth & Death Records
· Answer incoming calls to the Changes Sub-Unit using the call center software. 
· Compose correspondence through computer-based application accurately and on a timely basis relating to supporting documentation submitted for a change. 
· Utilize correspondence to clarify legal documents after certifying applications and supporting documentation utilizing various software applications. 
· Complete processing of correspondence within five (5) working days of the receipt of the initial or additional supporting documentation
 

	Duty 2

	General Summary:
	Percentage:
	25

	Reviews and evaluates applications to correct or amend vital records documents, for eligibility of applicant to apply based on prescribed requirements in law and administrative rule.  Eligibility requirements vary, based on document type and items in error.

	Individual tasks related to the duty:
	
	

	· Types of transactions for this duty include but are not limited to the following: 
· Legal name changes 
· Adoptions 
· Foreign Births or Adoptions 
· Adding a father/remove or replace a father 
· Order of Filiations 
· Legitimations 
· Under age 1/age 1-5 and over age 6 birth cert changes 
· Death Certificate changes 
· Delayed Registration of Michigan Birth & Death Record
· Certified acceptability of application based on information provided.  
· Review and evaluate various documents, i.e. circuit court orders and documents, probate court documents, and Affidavit of Parentage submitted to the Central Paternity Registry for appropriateness to substantiate requested change. 
· Determine proper vital record document type to be created and issued, and other related duties as assigned. 
· Must process an average of at least 100 correction applications per 40-hour week. Error rates are not to exceed 2% for evaluation/acceptability of applications and for typing and other processing errors. 
· Must deal routinely with the circuit and family court clerks in a manner that is timely, efficient and in a professional manner.

	Duty 3

	General Summary:
	Percentage:
	25

	Reviews and evaluates court documentation (i.e. circuit court orders and documents and family court documents), applications and original birth records for eligibility of applicant based on prescribed requirements in law and administrative rules.

	Individual tasks related to the duty:
	
	

	· Types of transactions for this duty include but are not limited to the following: 
· Legal name changes 
· Adoptions 
· Foreign Births or Adoptions 
· Adding a father/remove or replace a father 
· Order of Filiations 
· Legitimations 
· Under age 1/age 1-5 and over age 6 birth cert changes 
· Death Certificate changes 
· Delayed Registration of Michigan Birth & Death Records
· Certify acceptability of application based on information provided. 
· Review and evaluate documents to determine appropriateness to create new birth records for domestic or foreign-born adoption, and to seal the original birth record for domestic adoption. 
· Utilize VERA or BRS to process the request. 
· Must process an average of at least 100 correction applications per 40-hour week. Error rates are not to exceed 2% for evaluation/acceptability of applications and for typing and other processing errors. 
· Prepare new vital record documents to ensure the new records are completed without errors and that only appropriate original records are sealed.

	Duty 4

	General Summary:
	Percentage:
	10

	Evaluate daily incoming requests for changes.

	Individual tasks related to the duty:
	
	

	· Evaluate incoming requests for changes that are validated through Accounting and the VERA (Vital Events Registration Application) or BRS (Birth Registry System) software application daily. 
· Perform date entry and retrieve applications for changes, amendments and/or additions and data entry; completion of information and processing customer refunds utilizing the VERA (Vital Events Registration Application) or BRS (Birth Registry System).

	Duty 5

	General Summary:
	Percentage:
	10

	Other tasks as assigned

	Individual tasks related to the duty:
	
	

	· Contact for Registration Unit personnel regarding CPR inquiries or status of input data. 
· Filing of completed changes requests and preparation to retention files or problems pending. 
· Notify applicants whose applications arrive without appropriate documentation. 
· Assist in special projects as deemed appropriate by manager









	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

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




	
	

		Decisions will be made to determine eligibility of an applicant and to certify that appropriate court documentation exists to complete a request.  Review and evaluate information contained in documentation to determine that appropriate records are created or amended and that records are appropriately sealed. 
It is essential to review and evaluate application documentary evidence to add a father to a birth record, and decisions will be made as to whether these documents are sufficient to meet the statutory requirements to amend a birth record in this manner.
Decisions will be made to contact the circuit or family court to follow up on requests and to obtain additional information. 
Decisions will be made to complete and finalize the requests for new birth records, to send these documents for final printing.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		Cases are referred to the supervisor when it becomes difficult to examine or explain the documents submitted or needed, or, if the customer is irrational and emotional and may sometimes demand to speak with a supervisor.  Extremely unusual cases are referred to the supervisor for approval of documentation to accomplish the correction if the documentary evidence normally needed is not available.  Supervisor will evaluate and process any double entry of refunds processed through the (VERA) Vital Events Registration Application or (BRS) Birth Registry System which may be brought to the attention of the employee by the Accounting Dept.  At the entry (first year) level, supervision is close in nature






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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.




	
	

		Routine office work in normal office environmental conditions.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			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 duties of this position are to: 
· create new birth certificates after an adoption of a Michigan born child
·  execute additions, corrections or amendments to vital records based on application for changes, circuit or family court orders and documentary evidence submitted.
This must be accomplished in a timely, accurate manner, while facilitating customers in a courteous and professional fashion.  This position is also responsible for retrieving, entering and processing information into and from the Vital Events Registration Application (VERA), Birth Registry System (BRS), the Central Paternity System and other software applications






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		The overall responsibilities of the position remain the same. Updated Bureau and Section titles, updated location information, updated language in tasks related to duties 2 and 3, added DEI language to KSA's.






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		The function of the work unit is to process customer requests for additions, corrections, amendments, and creation of new vital records based on applications, court orders and documentary evidence submitted according to law and policy. The unit works as a group to process requests in a timely and accurate manner while at the same time answering questions from the public and other agencies in a courteous and professional fashion. This position’s responsibilities include processing changes, corrections and amendments to vital records and answering the changes unit phone line.






	

	
	
	
	
	
	
	
	
	
	
	

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



	

	
	
	
	
	
	
	

		EDUCATION:



	
	
	
	
	

	
	
	
	
	
	
	

		
Education typically acquired through completion of high school.




	
	
	
	
	
	
	

		EXPERIENCE:



	
	
	
	
	

	
	
	
	
	
	
	

		Departmental Technician 7
One year of experience performing administrative support activities equivalent to the 7-level in state service.

Departmental Technician 8
One year of experience as a technician or paraprofessional equivalent to the entry level in state service.

OR

One year of experience performing administrative support activities equivalent to the 8-level in state service.

Departmental Technician E9
Two years of experience as a technician or paraprofessional, including one year of experience equivalent to the intermediate level in state service.

OR

One year of experience performing administrative support activities equivalent to the 9-level in state service.

OR

One year of experience as a supervisor of administrative support activities equivalent to the 9-level in state service.

Alternate Education and Experience

Departmental Technician 7
Completion of two years of college (60 semester or 90 term credits) may be substituted for the experience requirement.

Departmental Technician 8
Possession of a Bachelor’s degree may be substituted for the experience requirement.

Departmental Technician E9
Possession of a Bachelor’s degree and one year of job-related experience may be substituted for the experience requirement.




	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		As listed on the Civil Service job specification. In addition:
The employee must possess the ability to deal effectively, efficiently and professionally with people.  The employee must also be able to review a situation, analyze the problem and documentation, and, within the law, regulations and procedures, and determine a solution in a short time frame.  Customers in person and on the telephone are often upset and difficult to handle.  Many situations are distressing and often embarrassing to the customer, and it is essential to handle this type of situation with discretion and a calm manner.  Effective letter writing skills are necessary.  Software experience is preferred.
The MDHHS mission is to provide opportunities, services, and programs that promote a healthy, safe, and stable environment for residents to be self-sufficient. We are committed to ensuring a diverse workforce and a work environment whereby all employees are treated with dignity, respect and fairness.




	
	
	
	
	
	
	

		CERTIFICATES, LICENSES, REGISTRATIONS:



	
	
	

	
	
	
	
	
	
	

		This position is designated as being sensitive and a background check is 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.



	

	
	
	
	
	

	
		LIBERTY IRWIN



	
		1/24/2022



	

	
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



