
State of Michigan 
Civil Service Commission 

Position Code 

1. OFFCSPV1 C99N
Capitol Commons Center, P.O. Box 30002 

Lansing, Ml 48909 

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

MDHHS-MACOMB COUNTY 

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

Field Operations Administration 

4. Civil Service Position Code Description 10. Division

Office Supervisor-1 

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

Office Supervisor - 9 

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

; SOCIAL SERVICES DIVISION ADMIN 17 

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

; SOCIAL SERVICES DIVISION ADMIN 17 Sterling Heights District, Macomb County/ 8-5 

14. General Summary of Function/Purpose of Position

Employees in this job supervise a variety of administrative support tasks for a work area, such as processing of documents, purchasing 
activities, filing, production, typing, communication and public relations practices, data coding, data processing, medical claims 
processing, and processing of driver and vehicle records. The employee works within general methods and guidelines, and exercises 
discretion in supervising the work of subordinate employees. The Office Supervisor 09 -11 employee serves as a first line supervisor 
with responsibility for directing administrative support employees in a standard work area. While this is a supervisory role, the 
employee will have first line worker responsibilities. This position also functions as the Human Resources and Accounting on-site 
contact for the Business Service Center (BSC). 








