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		1. EXCSECE
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		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

	VACANT
	MDHHS-MACOMB COUNTY

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

	
	Field Operations Administration

	4. Civil Service Position Code Description
	10. Division

	Executive Secretary E10
	

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

	
	

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

	SANDRA CHEATEM-DOOLEY, SSDA 17
	ADMINISTRATION

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

	TIFFANY MCDOUGLE, SSD 20
	44777 North Gratiot Ave, Suite A, Clinton Township, MI 48036




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		Perform all secretarial services and management assistant activated for the Macomb County Cash Assistance Director.





	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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:  Secretarial Services
	Percentage:
	45

	Secretarial Services


	Individual tasks related to the duty:
	
	

	· Coordinate information and materials from various sources for use by Cash Assistance Director.
· Receive, screen and utilize independent judgement regarding appropriate direction of tele phone callers. 
· Assure that confidential information is directed to the appropriate employees and that confidentiality is maintained. 
· Prepare and edit correspondence based on judgement and Directors request. 
· Reviews and locates pertinent information from the files, documents, and other sources for Cash Assistance Director
· Photocopy, assemble and/or prepare materials for reports, board meetings, special reports, and periodic correspondence. 
· Sorts, opens and distributes mail to Cash Assistance Director, associates incoming correspondence with files or related materials needed for meetings, correspondence and reports. 
· Establishes and maintains office files, logs, indexes, control records or other information in connection with work under the Cash Assistance Directors control. 
· Update materials accordingly. 

	Duty 2

	General Summary:
	Percentage:
	35

	Customer Complaint Inquiries


	Individual tasks related to the duty:
	
	

	· Receive complaints from Central Office via email and/or by phone. 
· Run clearances on clients to find out what type of open cases they have. 
· Sent email to District and Program Managers with cc to Director regarding the complaint with an attachment of the complaint from Lansing or the phone complaint with a due date for a response back to Lansing. 
· Log on complaint log
· After investigation is completed by the district and response is sent to Central Office, the complaint is taken off the log. 

	Duty 3

	General Summary:
	Percentage:
	20

	Management Assistant Activities


	Individual tasks related to the duty:
	
	

	· Transmit specific information and/or instructions between Cash Assistance Director and staff. 
· Updates director on status of issues before scheduled meetings. 
· Receive, screen and utilize independent judgement regarding appropriate direction of telephone callers. 
· Make travel arrangements as needed. 
· Opens and distributed incoming mail, associates incoming correspondence with file or related materials needed for meetings, correspondence and reports. 
· Take minutes at monthly Social Service board meetings. 
· Mail out board packets. 
· Process yearly tax statements for board members. 
· Process quarterly payments for board members. 

	Duty 4

	General Summary:
	Percentage:
	

	


	Individual tasks related to the duty:
	
	

	










	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

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




	
	

		· Prepare and edit correspondence, type confidential material, receive, screen and make appropriate determination regarding direction of telephone callers.  All Cash Assistance managers, supervisors, and employees of Central Administration and the district offices are affected by positions’ independent decision making. 






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		· Request of an agency or personnel policy clarification






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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.




	
	

		· Use of computer.
· Sitting.
· Kneeling to pull and file cases.
· Carrying files.







	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			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

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	







	
	
	

		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.



	
		Y



	
		Assign work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
		N



	
		Provide formal written counseling.



	
		Y



	
		Approve work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
		Y



	
	
	

	
		N



	
		Approve leave requests.



	
	
	
		Review work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
		N



	
		Approve time and attendance.



	
		Y



	
		Provide guidance on work methods.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
		N



	
		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?




	
	

	
		The Director’s Secretary supports the work of the Director’s at the Social Services Division Administrator 17 level.  The Directors Secretary also performs tasks and duties supporting the functioning of the District Offices. 






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		No change.







	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		Position functions as the executive secretary to the Director of Cash Assistance for Macomb County. 







	

	
	
	
	
	
	
	
	
	
	
	

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



	

	
	
	
	
	
	
	

		EDUCATION:



	
	
	
	
	

	
	
	
	
	
	
	

		Education typically acquired through completion of high school.






	
	
	
	
	
	
	

		EXPERIENCE:



	
	
	
	
	

	
	
	
	
	
	
	

		Executive Secretary E10

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






	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		Please refer to Civil Service Job Specification.
· Knowledge of correct English usage and grammar.
· Ability to use diplomacy and discretion, when giving out information and referring and directing callers and visitors.
· Knowledge of the application of instructions and guidelines to specific problems. 
· Knowledge of the departments and work areas mission and its appropriate application. 
· Knowledge of departmental policies, procedures, and organizational relationships. 
· Knowledge of the organization and composition of letters, minutes, reports, charts and spreadsheets.





	
	
	
	
	
	
	

		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.



	

	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



