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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- Macomb County ESA

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

	
	Field Services Administration

	4. Civil Service Position Code Description
	10. Division

	General Office Assistant-A
	Macomb County

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

	General Office Assistant 8 - Lead Worker
	Warren

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

	Tasha Hogan, Social Services Administrative Supervisor
	

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

	Sandra Cheatem-Dooley, Social Services Division Administrator
	13041 E. 10 Mile Road, Warren MI




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		To function as a lead worker overseeing the work of administrative support staff.  Providing direction, coordination, scheduling, assigning, and explaining work tasks. Assures that the work assigned is completed with accuracy and according to standards set by the department and local office. Performs those duties under the direction of and in concert with the SSAS 11. 



	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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:
	55

	Oversee daily operations as assigned for Administrative Support Staff, who support the income maintenance program (mail, reception, filing, computer work (BSI- Document Prep, Scanning, Indexing, Bridges EDM, Provider Clearances), registration support services, close files), and services programs such as protective services, adult services, foster care, plus all other office support functions assisting the Manager as needed. 

	Individual tasks related to the duty:
	
	

	· Organize and coordinate the work assignments of the Administrative Support Staff. 
· Assigning job duties to employees when there is an absence within the unit. 
· Determine priorities according to operational needs and assigning appropriately. 
· Reassigning employees where they are needed to meet deadlines within the unit. 
· Making sure tasks are completed correctly and in a timely manner. 
· Place individual employees where they can operate in the most efficient manner and still meet operation needs. 
· Give direction to administrative support staff pertaining to job assignments and instruction if needed. 
· Maintain and consult monthly schedule for the 5 o’clock coverage for the unit and make sure there is coverage if needed. 

	Duty 2

	General Summary:
	Percentage:
	10

	Working with management staff to meet operational needs.

	Individual tasks related to the duty:
	
	

	· Work with management staff on an ongoing basis to continue working toward a more efficient work unit. 
· Making sure unit is meeting needs of customers and this agency. 
· Troubleshoot if necessary to maintain operations. 
· Consult with Manager on assignments. 

	Duty 3

	General Summary:
	Percentage:
	20

	Training of Staff

	Individual tasks related to the duty:
	
	

	· Training of new employees on new job tasks. 
· Work with employee when job assignments change, making sure they are trained and feel confident with the job duty they are performing. 
· Providing proper tools to complete administrative support assignments. 
· Find answers for any questions concerning job assignments. 
· Continue to cross train administrative support unit so that they are prepared for any situation

	Duty 4

	General Summary:
	Percentage:
	15

	Contact person for resolution of Registration and Application complications

	Individual tasks related to the duty:
	
	

	· Help AP resolve Double ID situations that interfere with processing a case. 
· Help RSS resolve Double ID situations that interfere with Registration. 
· Contact person for re-registration of applications. 
· Help AP locate items that did not get scanned in properly and need re-scanning 
· Help AP locate missing BSI Batches (lost items that were turned in by customers)









	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

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




	
	

		Assign, prioritize, and review work tasks. Make decisions and answer questions on procedures pertaining to daily assignments. Reassign employees during the course of the day in order to meet deadlines and maintain coverage. Work with supervisor and management to solve problems in order to have a more efficient unit and meet department needs. 






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		Any policy changes. Financial decisions, such as ordering equipment. Ideas on how to direct/train staff. 






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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.




	
	

		Operates manual and/or electrically-controlled standard office equipment such as computers, scanners, printers, adding machines and/or calculators.  May include lifting, kneeling, and bending.  Majority of the time is spent sitting at a desk.  There may be stressful conditions such as workloads, deadlines and/or dealing with public emergency situations or demanding public.  






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			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

	AUNE, JESSICA
	GENERAL OFFICE ASSISTANT-E E7
	DIXON, AMADA
	GENERAL OFFICE ASSISTANT-E E7

	DAWKINS, AMBER
	GENERAL OFFICE ASSISTANT-E E7
	JONES, SHANNA
	GENERAL OFFICE ASSISTANT-E E7







	
	
	

		
	LEWIS, JULIE
	GENERAL OFFICE ASSISTANT-E E7
	MOORE, ERICA
	GENERAL OFFICE ASSISTANT-E E7

	MOSS, YVONNE
	GENERAL OFFICE ASSISTANT-E E7
	OLINZOCK, ALAN
	GENERAL OFFICE ASSISTANT-E E7



	PITTMAN, KATHRYN
	GENERAL OFFICE ASSISTANT-E E7
	SIGMON, LANECIA
	GENERAL OFFICE ASSISTANT-E E7

	SMITH, CATHY
	GENERAL OFFICE ASSISTANT-E E7
	TERRY, MONICA
	GENERAL OFFICE ASSISTANT-E E7



	WHITE, MONTRECE
	GENERAL OFFICE ASSISTANT-E E7
	SEAMONS, MANON
	DEPARTMENTAL TECHNICIAN 

	BLAKE, LANITA
	GENERAL OFFICE ASSISTANT-E E7
	
	







	



	
	
	

	
		



	



	

	
	
	
	
	
	
	
	
	
	
	

	
			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?




	
	

	
		Perform a variety of administrative support assignments that include and are not limited to:  
· Front Desk operations 
· BSI – Document Prep, Scanning, Indexing & Back Scanning 
· Bridges – EDM Registrations 
· Telephones 
· Close Files 
· Mail (Mail machine) 
· Distribution of Bus Tickets & EBT Cards 
· Clearances






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		New position






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		The work area’s function is that of general office tasks to include telephone, computer, scanner, file room, and reception area.  The area provides for completion of these tasks and for cash and services unit support.  






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			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:



	
	
	
	
	

	
	
	
	
	
	
	

		General Office Assistant 8
Three years of administrative support experience, including two years equivalent to the intermediate level or one year equivalent to the experienced level.




	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		As required by Civil Service




	
	
	
	
	
	
	

		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.



	

	
	
	
	
	

	
		SHANIKA DENNIS



	
		



	

	
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



