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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

	
	TECH, MGMT AND BUDGET - MB

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

	
	Office of Retirement Services

	4. Civil Service Position Code Description
	10. Division

	Departmental Analyst-E
	Employer Reporting

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

	Departmental Analyst 9-11
	Organizational Support 

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

	PROFFITT, JENNIFER; DEPARTMENTAL MANAGER-2
	

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

	SKELLEY, MEG T; STATE OFFICE ADMINISTRATOR
	530 W. Allegan Street, Lansing, MI  48933 / Monday – Friday,  8:00 a.m. – 5:00 p.m.




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		This position will support the maintenance and enhancement of the employer reporting systems and to define and test business requirements for system changes needed for ongoing operations. This position will assist with change initiatives related to wage & contribution reporting, as well as active member account maintenance.  This position will work with the Application Support Team to define & deliver system changes.  This position will be the primary trainer for internal technician staff as well as external customers.  This position is a conduit for continuous improvement for the Employer Reporting process.



	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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

	Work with the Business Process Owner and other Analyst to identify define and prioritize system changes related to reporting of member data, wages and contributions.

	Individual tasks related to the duty:
	
	

	· Create Problem Incident Reports (PIRS) and PIR Acceleration Requests (PARS) to correct systems issues when necessary
· Fully identify and document issues and opportunities. Support/conduct root cause analysis activities.
· Coordinate with the Application Support Team (AST) to identify solutions and plan for delivery.
· Understand the release management process for building system functional changes and create plans to deliver changes
· Review outstanding PIRS to determine if system changes are still necessary as other system changes are implemented 

	Duty 2

	General Summary:
	Percentage:
	20

	Work with the subject matter experts to test & deliver successful system changes and new initiatives.

	Individual tasks related to the duty:
	
	

	· Coordinate/perform testing of solutions. Work with staff to ensure that the solution resolves the original issue or achieves the opportunity.
· Act as primary tester for regression testing of system and in new initiatives associated with system upgrades and enhancements, including security testing, and documentation.
· Build an in-depth understanding of the underlying functionality and data structures of the Employer Self Service (ESS)/Clarety system.
· Build automated test scripts with AST to help support regression testing

	Duty 3

	General Summary:
	Percentage:
	20

	Conduct training for internal technician staff, as well as providing outreach and training to employers.  

	Individual tasks related to the duty:
	
	

	· Create Training Manual for Employer Reporting call center staff
· Participate in procedure creation, review and time studies for Employer Reporting technician staff. 
· Create and continuously update/improve an Employer User Guide to assist in training employers
· Reach out to schools who have trouble reporting and identify training needs 
· Schedule and conduct one on one trainings with troubled employers
· Conduct Outreach and Training to Employers on how to report accurately 

	Duty 4

	General Summary:
	Percentage:
	15

	Lead system change initiatives related to reporting and member accounts

	Individual tasks related to the duty:
	
	

	· Work with Benefit Plan Design and the ER Business Process Owner and other Analysts on the team, to understand new legislative, procedural or other required changes.
· Facilitate mapping sessions to review the existing As-Is maps and document the To-Be maps
· Coordinate with affected staff to draft procedures for change initiatives
· Train staff ton system and procedure changes 
· Define & deliver any associated system changes

	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. 




	
	

		Passing user acceptance and regression testing and noting as passed UAT, changes or failing testing for deployment, finalizing process maps, and creation of draft procedures. These decisions affect the Application Support Team and all staff in the Employer Reporting Process. 






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		Prioritization of system changes, final approval of procedure changes and any changes to Service Level Agreements. 






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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.




	
	

		Inflexible deadlines, ability to work under pressure, flexibility to work overtime on an “as needed” basis.  Responding to a variety of questions from diverse groups requiring patience, understanding and the ability to communicate in a clear and effective manner.
This is a standard office environment using a computer most of the day.  You will be required to retrieve materials from the copier and facsimile equipment throughout the day.  Standing, stooping, walking, sitting, kneeling, bending are all required in order to successfully complete the tasks of this position.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			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 serves primarily to support the maintenance and expansion of the employer facing reporting systems and to define and test business requirements for system changes needed for ongoing operations. This position will assist with change initiatives related to wage & contribution reporting, as well as active member account maintenance.  This position will work with the Application Support Team to define & deliver system changes.  This position is a conduit for continuous improvement for the Employer Reporting process.






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		Meets experience and education required to be reclassified to the 10 level and have trainee level removed.






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		The Employer Reporting process oversees the reporting of MSPERS, SERS, SPRS, and JRS retirement system members and participants, and also manages Service Credit purchases and Member Account determinations.  These services include but are not limited to answering questions for employers via written correspondence, e-mail, phone and face-to-face interactions. Interacting with members via message board, phone calls, and written correspondence.   Services also include reviewing benefit plan appeals, compensation determines, auditing reporting compliance, and training employers. The position holder will be a member of a team that will provide handle the most complex review of services for area as needed. They will also research and review essential functions to ensure compliance with retirement statutes, policy and procedure is maintained.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			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:



	
	
	
	
	

	
	
	
	
	
	
	

		Default experience not available




	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		· Excellent written and oral communications skills 
· Ability to synthesize information in a logical way so as to drive decision making.  
· Knowledge and ability to use a variety of Microsoft Office software, especially Visio and Excel.
 
 




	
	
	
	
	
	
	

		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.



	

	
	
	

	
		



	

	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
		
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



