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	POSITION DESCRIPTION
	



	This position description serves as the official classification document of record for this position.  Please complete this form 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

	
	Environment, Great Lakes and Energy

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

	
	

		4.Civil Service Position Code Description

	10.	Division

	
	Remediation and Redevelopment

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

	11.	Section

	Student Assistant E
	Administration Section

		6.Name and Position Code Description of Direct Supervisor

	12.	Unit


	Jennifer Green, Departmental Manager 14
	Electronic Records Unit

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

	Nick Ekel, State Administrative Manager 15
	27700 Donald Ct.
Warren, MI  48092


		14.	General Summary of Function/Purpose of Position

	This position’s primary function is electronic document management support and involves assisting with historical paper conversion and supporting the scanning line for the Electronic Records Unit. 

Other functions may include assisting with other Electronic Records Unit tasks or functions as assigned by the Unit Manager/Supervisor.

		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 of Duty 1	% of Time	90%
Assist with converting physical documents, files, or images into digital formats using high-speed scanning equipment in accordance with EGLE policy.


	Individual tasks related to the duty.
· Operate high-speed production scanners to convert documents into electronic format PDF/A-3u
· Quality control review of scanned images for clarity, accuracy and completeness, ensuring no pages are missing.
· File management.
· Participate in unit and section staff meetings.
· Assist with developing user guides for business process changes as they relate to scanning for the scanning line.


	Duty 2
General Summary of Duty 2                       % of Time 10%
Other duties as assigned by the Unit Manager/Supervisor. 
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	Individual tasks related to the duty.
· Prioritization of daily work assignments based on general guidance from supervisor or lead worker.



	
	16.	Describe the types of decisions made independently in this position and tell who or what is affected by those decisions.
Prioritization of daily work assignments based on general guidance from supervisor or lead worker. 

		17.	Describe the types of decisions that require the supervisor’s review.
Daily work assignments require supervisory review.

		18.	What kind of physical effort is used to perform this job?  What environmental conditions is this position physically exposed to on the job?  Indicate the amount of time and intensity of each activity and condition.  Refer to instructions.
In addition to normal conditions encountered in a business office environment, this position requires sitting for extended periods of time, moderate amount of standing, bending and walking, operating a computer, and transporting boxes (normally less than 50 pounds).  

		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.  (If more than 10, list only classification titles and the number of employees in each classification.)

	NAME
	CLASS TITLE
	NAME
	CLASS TITLE

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

		20.	This position’s responsibilities 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.



	
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 essential duties of this position are to perform data entry and data quality assurance and control.

		24.	Indicate specifically how the position’s duties and responsibilities have changed since the position was last reviewed.
This position has been transferred to Electronic Records Unit from the Information Management Section.


		25.	What is the function of the work area and how does this position fit into that function?
The Electronic Records Unit is responsible for managing RRD’s data and information through the division’s electronic document management database.

This position supports accurate data and information classification and storage location in the system.


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

	EDUCATION:
Actively attending a college or university is required.


	EXPERIENCE:
Candidate must possess proficiency with Microsoft Office applications. Experience with working with spreadsheets and data entry is preferred. Experience in clerical work and familiarity with scanning hardware, software and basic computer applications is required. 


	KNOWLEDGE, SKILLS, AND ABILITIES:
   Knowledge and ability to operate common business software (e.g. MS Office, Excel).
   Ability to spend multiple hours working at a computer workstation.
   Excellent computer skills.
   Excellent communication skills.
   Ability to focus on details.
   Ability to follow, interpret, and apply instructions and/or guidelines.
   Ability to determine work priorities and handle multiple assignments. 
   Knowledge of correct English usage and grammar.
   Ability to meet schedules and deadlines of the work area.
   

	CERTIFICATES, LICENSES, REGISTRATIONS:
Possession of a valid Michigan driver’s license.

	NOTE:  Civil Service approval of this position does not constitute agreement with or acceptance of the desirable qualifications for 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’s Signature			Date

	TO BE FILLED OUT BY APPOINTING AUTHORITY

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


		I certify that the entries on these pages are accurate and complete.
 		 		
	Appointing Authority Signature			Date

	TO BE FILLED OUT BY EMPLOYEE

		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’s Signature			Date


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