	
	
	
	
	
	

	
	
	
		Position Summary

This summary describes the organization, duties, and requirements of a State of Michigan vacancy.

Position Code: GNOFASTER80R

Civil Service Class and Level: GENERAL OFFICE ASSISTANT-E

Working Title (What the agency calls the position): General Office Assistant

Name and Position Code Description of Direct Supervisor: ; DEPARTMENTAL MANAGER-2

Department/Agency: DNR-NATURAL RESOURCES

Bureau (Institution, Board, or Commission): Resource Management

Division: Parks and Recreation

Section: 

Unit: Outdoor Adventure Center

Work Location (City and Address)/Hours of Work: 1801 ATWATER, DETROIT, MI 48207 / Will vary, includes nights and weekends

General Summary of Function/Purpose of Position: Provides support for the Outdoor Adventure Center operations including reservations, facility calendar, membership, phone and email inquiries, general customer service, cashiering, reports, record keeping, and other duties as assigned.

Assigned duties and tasks for each duty.



	

	
	
			Duty 1: Office support

	· Scan, upload, and print, digital images.
· Create daily signs for room schedules.
· Update and file registration documents.
· Prepare for group reservations each day including wristband distribution.
· Assist in the preparation and presentation of training materials.
· Respond to general inquiries in a timely fashion.
· Sort and process US mail and correspondence daily.
· Keep the lobby, Front Desk, and storage area clean and organized.  
· Maintain all customer documents according to SOM/DNR retention policies and schedules.
· Able to replace printer cartridges, receipt printer paper, and copier supplies.

	Duty 2: Customer service

	· Must be able to answer questions about the Outdoor Adventure Center.
· Able to direct general DNR inquiries to the proper source for state parks, hunting, fishing and other division inquiries. 
· Will resolve most customer concerns and complaints regarding operations, policies, and procedures. 
· Assist with the proofing and updating of all OAC publications and website. 
· Respond and track all donation requests.




	Duty 3: Work within the OAC Registration System

	· Monitors all room reservations, program offerings, field trips, Scout Badge Workshops, birthday parties, and OAC classes and events. 
· Issues refunds upon request. 
· Notifies educators with changes to daily schedule.
· Provides support to customers and staff when using the registration system.
· Maintain a clean database within the registration system (regularly search for duplicate entries).
· Submit all trouble tickets to software support and follow up on reconciling software issues.
· Input and update all program information for each session of OAC offerings.
· Create and implement communication with guests to confirm and update reservations.

	Duty 4: Personnel support

	· Responds to requests for employment applications.
· Receives, files, and alerts managers when employment applications are submitted.
· Tracks employee recognition documents – employee of the month, awards, etc.

	Duty 5: Other duties as assigned

	Other duties as assigned.
 






	
	

	
	
		Types of decisions made independently and whom or what those decisions affect: · Processes refund requests – the public and the budget are impacted.
· Coordinates information in database – mistakes could result in poor customer service, loss of revenue, incorrect staffing matrix.
· First level to handle customer service complaints to resolution.




Types of decisions that require the supervisor's review: Complex complaints that demand extra services and/or refunds.

Physical effort used to perform this job and environmental conditions of this position: Frequent repetitive motions while performing computer and office functions.  Extensive sitting, standing, walking, bending, stooping, lifting and carrying while performing duties. Heavy lifting (over 40 lbs) may be necessary from time to time.  Frequent repetitive motions while performing computer tasks.  

Names and classes and levels of employees whom this position immediately supervises:



	

	
	
	
	
	
	

	
		The essential functions of this position: · It is essential that the person holding this position be able to verbally communicate clearly with all members of the public and staff.  
· A calm, professional demeanor is essential when dealing with troubled guests.

The function of the position's work area and how it fits into that function: The work area includes the Outdoor Adventure Center, the Metro Detroit Customer Service Center and the surrounding grounds, including Milliken State Park and Harbor, the Detroit RiverWalk and the Dequindre Cut.

The majority of the workday will be spent in the OAC Front Desk area.




Minimum education, experience, and credentials typically needed to perform the position's essential functions:

EDUCATION:
Education typically acquired through completion of high school.


EXPERIENCE:

General Office Assistant 5
No specific type or amount of experience is required.

General Office Assistant 6
One year of administrative support experience. 

General Office Assistant E7
Two years of administrative support experience, including one year equivalent to the intermediate level.

KNOWLEDGE, SKILLS, AND ABILITIES:
· Knowledge of OAC and DNR policies and procedures to ensure that guests receive correct information. 
· Extensive knowledge of office practices, procedures, and equipment.
· Ability to communicate effectively both verbally and in writing.
· Computer skills, database experience, and able to use all Microsoft Office products.

CERTIFICATES, LICENSES, REGISTRATIONS:
A valid Michigan driver's license is preferred.





	



