State of Michigan Civil Service CommissionPosition Code
1. DEPTALTE

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
DNR-NATURAL RESOURCES

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

	4. Civil Service Position Code Description
Departmental Analyst-E
	10. Division
Executive Division

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


	6. Name and Position Code Description of Direct Supervisor

	12. Unit

	7. Name and Position Code Description of Second Level Supervisor


	13. Work Location (City and Address)/Hours of Work

525 W. Allegan St., Lansing, MI 48933 / Monday - Friday 8:00 a.m. to 5:00 p.m.

	14. General Summary of Function/Purpose of Position
This position serves as the Department of Natural Resources Freedom of Information (FOIA)
Coordinator, as required by Section 6(1) of the FOIA, ensuring that the DNR is in compliance with the FOIA, resolving
problems and questions related to FOIA, reviewing, approving, and signing all FOIA denial letters, and serving as the
department’s liaison with the Department of Attorney General related to FOIA. 
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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:	Percentage:	90
Serve as the DNR FOIA Coordinator and coordinator of the DNRs response to all subpoenas for DNR records.
Individual tasks related to the duty:
· Research and interpret Michigan FOIA and apply law to requests and make appropriate disclosure determinations.
· Analyze FOIA request and assign to appropriate Division.
· Ensure DNR’s compliance with Michigan’s FOIA.
· Coordinate and work with department staff evaluating process improvements for FOIA activities.
· Review and sign all FOIA denial/partial denial letters, ensuring that any records withheld are exempt under the provisions of the FOIA.
· Expedite, troubleshoot, coordinate, compose, and track DNR responses to FOIA requests to ensure responses are appropriate and made within statutory timeframes. Communicate and coordinate with all DNR divisions relative to making responses.
· Answer questions from DNR staff and/or public relative to FOIA interpretation or status of FOIA requests.
· Maintain and provide updates to the DNR FOIA program/portal, included but not limited to any and all updates to prepared responses, templates, and other settings in the portal.
· Communicate with third party contractor regarding any customer service needs, issues, or updates in the portal.
·  Ensure proper financial controls are in place relative to collection of fees associated with FOIA responses.
· Maintain authorized access to the Centralized Electronic Payment Authorization System (CEPAS) for the purpose of issuing FOIA refunds when necessary.
· Participate in workgroups or on teams internally and with other agencies as needed.Communicate with requestors in regards to questions concerning subpoenas and FOIA requests.
· Attend meetings and trainings to keep current on FOIA laws, information and procedures.
· Coordinate with division staff to evaluate improvements for FOIA activities.

	Duty 2
General Summary:	Percentage:	10
Other duties as assigned by supervisor to assist LLAO or DNR Executive Division.

Individual tasks related to the duty:
· Other duties consistent with Department Analyst responsibilities necessary to implement DNR programs.
· Projects as assigned.
· Attend meetings as needed to accomplish tasks associated to Board or Commission.


16. Describe the types of decisions made independently in this position and tell who or what is affected by those decisions.
This position makes independent decisions on a daily basis. The coordinating nature of this position’s responsibilities means that all department employees and their daily work are affected by the decisions made by the employee in this position, as well as members of the public. The ability to effectively communicate internally and externally is affected
17. Describe the types of decisions that require the supervisor's review.
Decisions that are potentially highly controversial or may be precedent setting. Decisions relating to division or department policy or in which FOIA policies and/or procedures have not been adequately established. Decisions relating to the need for training and what those training topics will be.
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 condiPtiaogne. 3Refer to instructions.




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 N N N
N
Complete and sign service ratings.
Approve leave requests.
N
N N
Assign work.
Provide formal written counseling.
Approve work.
Review work.
Approve time and attendance.

Orally reprimand.
N
N
Provide guidance on work methods.
Train employees in the work.

Most of the employee's time will be spent in a general office setting. General office setting: bending, lifting, standing, sitting, kneeling, and reaching.



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?
To assure that FOIA requests received from the DEQ FOIA Coordinator are distributed, filled, and disseminated to requesters within statutory deadlines. To ensure that FOIAs are being filled following appropriate statutory requirements and DEQ directives. To review, update, and share information with district FOIA liaisons and supervisors on changes in the law, policies, and procedures related to FOIA requests. Updates may include organizing and providing training for staff, as needed. Continuous improvement of all FOIA processes.


24. Indicate specifically how the position's duties and responsibilities have changed since the position was last reviewed.
Removal of training capacity. This position is performing the FOIA Liaison tasks.


25. What is the function of the work area and how does this position fit into that function?
This position serves as the Department of Natural Resources Freedom of Information (FOIA) Coordinator, as required by Section 6(1) of the FOIA, ensuring that the DNR is in compliance with the FOIA, resolving problems and questions related to FOIA, reviewing, approving, and signing all FOIA denial letters, and serving as the department’s liaison with the Department of Attorney General related to FOIA. 



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 9
No specific type or amount is required.
Departmental Analyst 10
One year of professional experience.
Departmental Analyst P11
Two years of professional experience, including one year of experience equivalent to the intermediate (10) level in state service.
KNOWLEDGE, SKILLS, AND ABILITIES:
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Ability to listen and understand the other person’s point of view and to communicate clearly and tactfully, both orally and in
writing.
Ability to analyze, synthesize, and evaluate a variety of data for use in program development and analysis.
Ability to analyze and assess operations from the standpoint of management controls, systems, and processes and
procedures.
Ability to establish program or service procedures, policies, or guidelines and to relate these to objectives.
Ability to organize, establish, and present information effectively.
Ability to understand and interpret laws, rules, and regulations relative to the work.
Ability to formulate plans, procedures, and controls in a program or service area.
Ability to learn and utilize computer processes.

CERTIFICATES, LICENSES, REGISTRATIONS:
None
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.
N/A
I certify that the entries on these pages are accurate and complete.
ALLISON MARSTON
Appointing Authority
4/29/2020
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.
LISA SHOOLTZ
Employee	Date
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