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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

	
	ENVIRON, GREAT LAKES & ENERGY

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

	
	

	4. Civil Service Position Code Description
	10. Division

	Departmental Analyst-E
	Remediation & Redevelopment Division

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

	Records and Data Analyst
	

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

	GREEN, JENNIFER; DEPARTMENTAL MANAGER 14
	

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

	EKEL, NICHOLAS; STATE ADMINISTRATIVE MANAGER 15
	 / Monday - Friday, 80 hours per pay period




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		This position serves as the Division Records and Data Analyst providing operational implementation and support for the division’s electronic document management (EDM), records retention, and associated business processes. This position is responsible for developing, analyzing, and updating division level policies, procedures, training, manuals, guidelines, and indexing to achieve greater efficiency and consistency.  This position is the divisional Records Management Liaison for RRD.  This position researches division level record and data related issues and makes recommendations and implements solutions to improve division business practices.  This position trains division staff in the implementation of EDM, provides guidance on how records fit within retention schedules, and conducts quality assurance/quality control (QA/QC) on EDM file plans.  Serves as the RRD organization liaison responsible for the oversight of compliance with the American with Disability Act (ADA). 




	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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:
	60

	Oversee the data and records management and retention for the division.

	Individual tasks related to the duty:
	
	

	· Facilitate, implement, improve, and oversee EDM/records management systems and processes for Remediation & Redevelopment Division.
· Serve as RRD’s Record Management Liaison
· Lead modernization efforts for the division including the transition to electronic records.
· Analyze, monitor and interpret all applicable state and federal legal and regulatory requirements pertaining to division records.
· Analyze and assess division needs related to EDM/records management. Recommend and implement improvements in accordance with departmental guidelines.
· Support the division’s records compliance with the Americans with Disability Act (ADA), FOIA and other legal mandates.
· Coordinate with internal and external stakeholders to mitigate risk and improve transparency.
· Provide guidance to division management and staff regarding records management and systems.
· Develop and monitor division controls in coordination with the RMO to monitor and enforce adherence to retention schedules and litigation holds.
· Develop a consistent set of metadata to be used for division records to facilitate retention, classification, retrieval, integration, etc. Devise and implement improvements as needed.
· Create, revise and implement division level policies, procedures, manuals, and training materials to ensure efficient management of recorded information in all formats.
· Create, approve and oversee the implementation of division specific file plans in accordance with department guidance.
· Participate in committees and work groups to assist in establishing and updating standards and processes for EDM/records management in the department and division. Maintain record inventories and applicable confidential handling.
· Review, facilitate, and implement record transfer and destruction processes in coordination with the RMO.
· Review and recommend revisions to Remediation & Redevelopment Division records retention schedule and file plan.
· Ensure EDM/records management consistency across EGLE and resolve complex issues which may have department wide implications.
· Facilitate administration of division records sent to DTMB Records Center

	Duty 2

	General Summary:
	Percentage:
	20

	Manage quality assurance/quality control and risk management of division records.

	Individual tasks related to the duty:
	
	

	· Analyze on-going program operations and recommend modifications of policies and procedures to improve efficiency and effectiveness.
· Develop and maintain division specific QC metrics and report trends to division leadership and the RMO
· Coordinate with the department RMO to ensure legal and procedural compliance.
· Coordinate with division’s information system owners (ISO) on capabilities and requirements for electronic storage, retention and deletion of records.
· Audit electronic records to ensure accuracy of indexing and image quality; investigate and resolve issues to ensure compliance with established procedures and policies.
· Perform periodic QA reviews of division system functionality, metadata consistency and data integrity.
· Validate backup, preservation and migration outcomes to ensure no data loss or corruption.
· Validate the QA/QC process for electronic records created by and submitted to Remediation & Redevelopment Division. 

	Duty 3

	General Summary:
	Percentage:
	10

	Training and Support

	Individual tasks related to the duty:
	
	

	· Develop and maintain an EDM/records management user manual for the division.
· Develop and deliver EDM/records management related training for division staff and end users.
· Support division staff in implementation of EDM/records management processes, procedures, and systems.
· Complete needs assessments and other related activities to determine training needs and/or knowledge deficiencies related to EDM/records management. 
· Develop and implement training plans based on training needs assessments.
· Create surveys and solicit feedback from division staff regarding effectiveness and/or content of training activities. 
· Develop and implement improvements to training offerings based on feedback.

	Duty 4

	General Summary:
	Percentage:
	10

	Serve as the RRD organization liaison responsible for the oversight of compliance with the American with Disability Act (ADA) 

	Individual tasks related to the duty:
	
	

	· Coordinate and collaborate with EGLE’s ADA coordinator and web team resources on implementation of ADA requirements
· Work with department level ADA resources to provide guidance and technical expertise to RRD management and employees for website and SharePoint publishing activities to ensure appropriate information is available to regulated entities and the general public. 
· Oversee all phases of publishing activities, following up with appropriate parties as needed. 
· Research, analyze, and consult with EGLE webmasters regarding complex web and SharePoint issues. 
· Analyze and interpret SOM and EGLE policies, rules and procedures relating to web and SharePoint publishing, and provide guidance as appropriate. 
· Analyze, evaluate, and fix broken links, readability issues, and other publishing issues. 
· Evaluate RRD organizational SharePoint needs, recommend and implement solutions in concert with IMD web team.









	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

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




	
	

		Analyze, facilitate, oversee, and coordinate the integration of EDM / records management systems, policies, and procedures within the Remediation & Redevelopment Division. This position independently assesses and makes recommendations to unit and division management in various aspects of EDM / records management that affects the entire division.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		Any issue that is controversial in nature or would set department precedent.  Any decisions that have a financial and/or budgetary impact.  Decisions relating to Division or Department policy and/or in which EDM/records management policy and/or procedures have not been adequately established. 






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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.




	
	

		Sitting/standing at desk; using computer for long periods of time, walking in office areas.  When workload is heavy, it is necessary to function under pressure and maintain composure to meet various required deadlines.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			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?




	
	

	
		This position analyzes, facilitates, oversees, and coordinates the integration of EDM/records management systems, policies, and procedures within the Remediation & Redevelopment Division.






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		New establishment.






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		EGLE administers regulatory and compliance programs under the Natural Resources and Environmental Protection Act, 1994 PA 451, as amended.  This position provides EDM/records management oversight and operational support to the Remediation & Redevelopment Division staff and management. 






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			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.

Alternate Education and Experience

Departmental Analyst 9 - 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 and expertise with computers, network configuration, filing systems, and software programs.
· Thorough knowledge of scanners, network configuration, and EDM products.
· Ability to write, revise, and update manuals as upgrades and changes are made to programs and procedures.
· Ability to decipher and troubleshoot technical software, hardware, and network issues.
· Good communication and public relation skills.
· Ability to work independently.
· Ability to work as part of a team.
· Ability to establish and maintain complex electronic filing systems and databases.
· Strong commitment to customer satisfaction.
· Ability to work with users at varying levels of technical knowledge.




	
	
	
	
	
	
	

		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.



	

	
	
	
	
	

	
		



	
	
	

	
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



