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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-DPT OF HUMAN SVC CNTL OF

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

	
	CSA

	4. Civil Service Position Code Description
	10. Division

	Executive Secretary-1A
	Centralized Intake Unit (CIU)

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

	Executive Secretary
	

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

	WILLIAMS, CHONTELLE M; SOCIAL SERVICES DIVISION ADMIN
	

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

	CLICK, TIMOTHY; STATE BUREAU ADMINISTRATOR
	3040 W. Grand Blvd. Detroit, MI 48202 / M-F 8-5




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		Position functions as a first line supervisor overseeing administrative support staff and serves as a coordinator to the Centralized Intake director. Position is responsible for the overall day to day supervision that includes assigning work and reviewing work.  Position also performs advanced secretarial assignments and assists the Centralized Intake director in the management of day-to-day activities.  Serves as liaison to staff and the director; has knowledge of the director’s viewpoint in relation to sensitive and difficult situations and issues, prepares and edits materials for director’s decisions, interprets and disseminates information and coordinates office activities.  Assists Director with scheduling of meetings/events and entering them into calendar.  This position involves handling highly confidential matters for staff and management.



	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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:
	45

	Provide direct supervision of Administrative Support Staff.

	Individual tasks related to the duty:
	
	

	· Monitors time and attendance approves requests for annual and sick leave; ensures adequate coverage for the unit.
· Completes new worker performance evaluations and annual performance evaluations for non-probationary employees.
· Coordinates activities by scheduling work assignments.
· Assists with administrative support functions when staff is absent.
· Selects and assigns staff, ensuring equal opportunity in hiring and promotion.
· Conducts staff meetings.
· Initiates and recommends disciplinary action and dismissals.

	Duty 2

	General Summary:
	Percentage:
	25

	SECRETARIAL:  This position is responsible for all confidential communication, i.e. typing, mail correspondence, and telephone communications for the director and other management staff.  The position requires a high degree of independence for interpreting and disseminating information according to appropriate rules and guidelines.  This advanced level position serves as liaison to staff and the director, having knowledge of the manager’s viewpoint in relation to sensitive and difficult situations and issues.  Coordinates meetings, arranges schedules, greets appointments for director.  This position performs Personnel Liaison responsibilities for the CI Offices.

	Individual tasks related to the duty:
	
	

	· Compose, type, and proofread letters, memoranda, reports, and minutes of meetings from verbal or written instructions using computer programs and applications.
· Store and disseminate confidential communication, i.e. grievances, counseling and disciplinary memos, corrective action plans.
· Schedule meetings and conferences
· Receive telephone calls and interpret caller’s needs; provide information and/or route callers to proper source.
· Give and receive information that requires interpretation of policies, procedures, guidelines, and director viewpoint.
· Sorts, opens, and distributes incoming mail and reports, screening those items needing the director’s attention and handling the remaining issues.
· Timekeeper: review and audit timekeeping and process corrections when necessary.
· Clarifies issues such as use of school leave, administrative leave, annual/sick leave and pay increase information.
· Posts and maintains transfer lists for contract employees and NERE staff.
· Maintains personnel records, completes all transactions.
· Serve as Local Office Liaison for Personnel issues and coordinate hiring processes and/or transfers with the Business Service Center and Central Office Human Resource persons.
· Maintain records of medical leaves and retirements.
· File, retrieve andmaintain confidential materials in files 
· Design and implement master filing system for the director; determining categories and retrieval process and adhering to established retention requirements.
· Utilize automated systems operating within the agency such as BRIDGEs, MISACWIS, MIAIMS/,HRMN, EXCEL, VISIO and word processing software.
· Operate standard office equipment such as scanners and multi-function copiers.
· Assist in setting agenda for Social Service Boards meetings; prepare information for and attend Board meetings if requested.
· Maintain client complaint log and track complaint responses.
· Maintain records of reported accidents (MIOSHA) and incidents.
· Maintain and update the Position Certification Report
· Coordinate, schedule and monitor staff training.
· Maintain and oversee distribution and completion of Conflict of Interest and Disclosure statements according to the Administrative Handbook.

	Duty 3

	General Summary:
	Percentage:
	20

	MANAGEMENT SUPPORT:   Coordinate office activities and independently perform management support functions.  Serve as liaison between the director, management team, other agencies and the community through transmission of information representing the director’s viewpoint.  

	Individual tasks related to the duty:
	
	

	· Keep information of office/agency details and informs the director of problems.
· Handle highly confidential information.
· Respond to inquiries by telephone, mail, and e-mail regarding meeting attendance requirements and scheduling.
· Gather information, prepare agenda, and collect materials for meetings and conferences.
· Takes minutes, keep records of proceedings, determines, compiles and hand out pre and post meeting material.
· Update director on status of issues before scheduled meetings.
· Assemble and summarize information from files, documents, newspapers, and other available resources and conduct research for use by the director.
· Coordinate and facilitate office activities for the day to day operation of the director’s office.
· Interact with Central Office staff as directed.
· Monitor status of local Business Plan and Corrective Action Plan.
· Prepare administrative reports
· Liaison for employee programs such as SECC, flu shot clinics, local investment seminars, voter registration fairs

	Duty 4

	General Summary:
	Percentage:
	10

	Other duties as assigned.

	Individual tasks related to the duty:
	
	

	· Design and create tables, charts and reports utilizing Word, Visio, Accel and Excel software packages.
· File clear case records utilizing automated operating systems, i.e.  BRIDGES, MISACWIS, MIAIMS
· Establish new files, and file and retrieve information in current files according to categories.
· Serve as Legislative Liaison
· Back up Office Manager regarding facilities
· Special assignments.









	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

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




	
	

		· Create & coordinate office wide system for worker in/out notification.
· Independent judgment is used based on written policy interpretation, experience, and knowledge of practices and procedures.  Decide unit/staff work priorities in consultation with the director.
· Approve/deny leave requests.
· Coordinate and determine appropriate response in the event of an emergency within the office, in consultation with local office management.
· In the Director’s absence, disposition of urgent matters to ensure deadlines are met.  Organize and prioritize work assignments and daily activities.  Determine appropriate method for dissemination of information.  Receive and screen telephone calls and visitors and redirect to appropriate staff.  Sort, open and scan mail, redirecting as appropriate, calling top priority to the director’s attention.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		Decisions that may impact on overall local office operations or when guidelines are unclear.  Assistance in determining dissemination of correspondence that is not pertinent to usual DHHS programs/policy.  Complex situations where previous experience does not indicate correct actions and written procedures are not available.
Progressive discipline.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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.




	
	

		Standard office environment and activities.  There are no significant physical activities required for this position, nor are there any hazardous or unpleasant conditions encountered in the performance of this job.  






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			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.




	
	
	

		

		NAME
	CLASS TITLE
	NAME
	CLASS TITLE

	
	GENERAL OFFICE ASSISTANT-E E7
	
	GENERAL OFFICE ASSISTANT-E 5

	
	GENERAL OFFICE ASSISTANT-E 5
	
	WORD PROCESSING ASSISTANT-E E7







	
	
	

		Additional Subordinates



	

	
	
	

	
		



	



	

	
	
	
	
	
	
	
	
	
	
	

	
			20. This position's responsibilities for the above-listed employees includes the following (check as many as apply):




	
	
	
	
	
	
	
	
	

	
		Y



	
		Complete and sign service ratings.



	
		Y



	
		Assign work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
		Y



	
		Provide formal written counseling.



	
		Y



	
		Approve work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
		Y



	
	
	

	
		Y



	
		Approve leave requests.



	
	
	
		Review work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
		Y



	
		Approve time and attendance.



	
		Y



	
		Provide guidance on work methods.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
		Y



	
		Orally reprimand.



	
		Y



	
		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?




	
	

	
		Position functions as first supervisor overseeing administrative support staff and performs advanced secretarial assignments and assists the director in the management of day-to-day activities.  






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		The work unit provides all administrative support to the local office operations.  This position provides first-line supervision for the administrative support staff and functions in an administrative capacity as coordinator of the CI management team. It provides support to all areas of the local office operations. This position provides critical support for the director in planning, organizing and implementing CI program needs.






	

	
	
	
	
	
	
	
	
	
	
	

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



	

	
	
	
	
	
	
	

		EDUCATION:



	
	
	
	
	

	
	
	
	
	
	
	

		Educational level typic ally acquired through completion of high school.




	
	
	
	
	
	
	

		EXPERIENCE:



	
	
	
	
	

	
	
	
	
	
	
	

		
Executive Secretary 11
Six years of office experience involving administrative support practices, including three years equivalent to advanced (8) level administrative support work, Secretary E8, or Legal Secretary E8; two years equivalent to a Secretary 9, Legal Secretary 9, or Senior Executive Management Assistant 9; or, one year equivalent to a Division Head Legal Secretary 10 or Executive Secretary E10.




	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		As noted in the Civil Service Job Specification.




	
	
	
	
	
	
	

		CERTIFICATES, LICENSES, REGISTRATIONS:



	
	
	

	
	
	
	
	
	
	

		N/A




	
	
	
	
	
	
	

	
		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.



	

	
	
	
	
	

	
		LINDA SONG



	
		1/13/2020



	

	
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



