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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 

TECH, MGMT AND BUDGET - IT 

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

Agency Services for DIFS, LARA, MDOS, Lottery 

4. Civil Service Position Code Description 

Info Tech Prgmr Analyst-E 

10. Division 

Agency Services – MDOS 

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

Application Developer 

11. Section 

Systems Development 

6. Name and Position Code Description of Direct Supervisor 

FLETCHER, CHRISTOPHER O; INFO TECH MANAGER-3 

12. Unit 

Application Development 

7. Name and Position Code Description of Second Level Supervisor 

 

DEVEREAUX, TRACY J; STATE ADMINISTRATIVE 
MANAGER-1 

13. Work Location (City and Address)/Hours of Work 

 

430 W. Allegan St., Lansing, MI 48933 
M – F, 8:00a.m. – 5:00p.m. (may vary) 

14. General Summary of Function/Purpose of Position 

This position is responsible for a wide range of information technology duties, including analysis, design, development and 
maintenance activities in support of the Michigan Department of State (MDOS). The individual performs as a member of a 
dynamic team focusing on the technical efforts supporting mission critical systems comprised of Internal/External Web 
applications. This position works directly with the clients, vendors, developers, and management to ensure quality products 
in accordance with established DTMB standards. The team focus relies on strong players willing to contribute to each 
project while focusing on achieving the goals and mission of the agency. Considerable knowledge of ASP.NET and C# 
development experience ensures success in this position. Additionally, this position is responsible for following agency 
processes, procedures, standards and methodologies (SUITE); maintaining and updating documentation and specification 
of the mainframe systems; working directly with the client on business requirements; developing specifications and system-
related documentation; and for training and coaching new developers. 

Position Code 

1. ITPRANE 



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

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: 70 

Developing software code based on designs and coding to standards. 

Individual tasks related to the duty: 

• Research, evaluate, and recommend selection of application environment architectures, 
technologies, standards, services, and tools, in coordination with other architects. 
• Research, evaluate, and recommend the design of the application environment architecture, 
hardware, software, and license requirements. 
• Represents DTMB as a technical resource at meetings. 
• Assist team members for any application environment consolidation, migration, or 
integration efforts. 
• Assist the development team with the implementation of the security design including secure 
coding practices, application security, network security, firewall rules, etc. 
• Work with the business client/business analyst/tech leads to create test scenarios. Design and 
develop test plans, applications, or subsystems. 
• Design and document IT solutions that are State of Michigan standard technology. 
• Develop software code based on design. 
• Design solutions for a specific application need. 
• Provide defect tracking log entry information. 
• Test the database and associated design to ensure compliance with the business rules which 
govern the database. 
• Maintain and upgrade systems as a result of tool/environment upgrades. 
• Document identified problems and analyze to determine root cause and provide root cause 
analysis. 
• Produces Local Change Board documents. 
• Follow change management procedures and provide input to execute change management. 
• Performs assigned tasks for internal/external security and standards review and development. 
• Evaluate impact of new development tools, languages, upgrades and equipment on agency 
systems and make recommendations to DTMB and/or agency clients in collaboration with the 
solutions architect. 
• Validates requirements through SUITE-based structured walkthroughs. 
• Apply understanding of multiple systems to interpret customer needs to clearly define the 
business requirements and implement solutions using the standard System Engineering 
Methodology (SEM). 

Duty 2 

General Summary: Percentage: 25 

Ongoing support and maintenance of existing applications. 

Individual tasks related to the duty: 

• Troubleshoot and diagnose reported system issues in a timely and efficient manner. 
• Provide technical support for business users. 
• Perform scheduled maintenance tasks associated with existing systems. 

Duty 3 

General Summary: Percentage: 5 

Perform other related duties as assigned. 

Individual tasks related to the duty: 

• Attend meetings as a technical resource. 
• Other duties as assigned. 
• Document technical recommendations that adhere to State standards. 
• Participate in project review meetings and project workgroups. 
• Participate in special projects and research groups. 
• Provide status reporting of ongoing projects and assignments. 

 



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

N 

N 

N 

N 

N 

Complete and sign service ratings. 

Provide formal written counseling. 

 
Approve leave requests. 

N 

N 

N 

Assign work. 

Approve work. 

 
Review work. 

Approve time and attendance. 

 
Orally reprimand. 

N 

N 

Provide guidance on work methods. 

Train employees in the work. 

 

 

 

 
 

 

 
 

 
 

 
 

 
 

 

Decisions are made independently regarding day-to-day activities for the project and the project team members. The clients, 
project team members, data integrity, success of the project, and overall satisfaction of the project are all affected by these 
decisions. 

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

For overall approval of system design and approval of major system enhancement. Decisions that impact Department policy, 
budget, procedures, prioritization of work assignments, or issues that influence resource allocation. 

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. 

The position operates in a normal office environment. Work is performed in a business office setting requiring the use of 
desktop computer, communication skills, people skills, and management skills. Tasks can be completed routinely seated at a 
desk, visiting end users at their desks, in the context of meetings and meeting rooms. Staff must manage short mandatory 
deadlines and large workloads. 

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 

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 is responsible for evaluating client issues and business needs, and for designing, developing, testing, 
implementing, and maintaining applications. The individual must be able to communicate clearly and professionally, both 
verbally and in writing, with clients, management, and peers. 

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

New Establishment 

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

The main function of this work area is to develop new and maintain existing Web Applications for the Michigan Department of 
State (MDOS). This includes both internal and external applications, which have local, state, and federal mandates and 
impacts. This position is responsible for IT management of legislatively mandated and Federally mandated projects for 
MDOS relative to the systems developed and maintained by this work area. 

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

 
EDUCATION: 



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 

 
Indicate any exceptions or additions to the statements of employee or supervisors. 

None 

Information Technology Programmer/Analyst 9 

Possession of an Associate's degree with 16 semester (24 term) credits in one or a combination of the following: computer 
science, data processing, computer information systems, data communications, networking, systems analysis, computer 
programming, information assurance, IT project management or mathematics. 

Information Technology Programmer/Analyst P11/12 

Possession of a Bachelor's degree with 21 semester (32 term) credits in one or a combination of the following: computer 
science, data processing, computer information systems, data communications, networking, systems analysis, computer 
programming, information assurance, IT project management or mathematics. 

 
EXPERIENCE: 

 
Information Technology Programmer/Analyst 9 
No specific amount or type is required. 

Information Technology Programmer/Analyst P11 
No specific type or amount is required. 

Alternate Education and Experience 

Information Technology Programmer/Analyst 9 
Educational level typically acquired through the completion of high school and two years of experience as an application 
programmer, computer operator, IT Technician, or two years (4,160 hours) of experience as an Information Technology 
Student Assistant may be substituted for the education requirement. 

KNOWLEDGE, SKILLS, AND ABILITIES: 

• Knowledge and experience – Microsoft Visual Studio (Microsoft .NET) . 
• Knowledge and experience - ASP.NET, VB.NET, C#, ADO.NET. 
• Knowledge and experience - IIS 
• Knowledge and experience - SQL Server 
• Knowledge and experience - N-Tier application architecture 
• Knowledge and experience - Web Services and E-Commerce web applications 
• Independent judgment to carry out assignments that have significant impact on services or programs. 
• Excellent oral and written communication skills as well as presentation skills. 
• Be self-motivated and work independently. 
• Ability to gather and analyze facts, define problems, and devise solutions. 
• Ability to successfully contribute to cross-functional, multi-agency teams. 
• Knowledge of Michigan Department of State environment and business drivers. 
• Knowledge and experience - T-SQL, MVC, CSS, JavaScript and XML. 
• Knowledge and experience - Microsoft Windows Server 
• Knowledge and experience –Knowledge of Project Management Methodologies. 

CERTIFICATES, LICENSES, REGISTRATIONS: 

N/A 

NOTE: Civil Service approval does not constitute agreement with or acceptance of the desired qualifications of this position. 

 

TO BE FILLED OUT BY APPOINTING AUTHORITY 
 

 



 

I certify that the entries on these pages are accurate and complete. 

SHANITRA FLUELLEN 

Appointing Authority 

6/9/2026 

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 


