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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

	Vacant 
	TECH, MGMT AND BUDGET - MB

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

	
	OFFICE OF CONTINUOUS IMPROVEMENT (OCI)

	4. Civil Service Position Code Description
	10. Division

	State Division Administrator
	PROCESS DESIGN AND PERFORMANCE 

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

	STATE DIVISION ADMINISTRATOR 17
	

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

	GRANDY-MILLER, HOLLY T; STATE BUREAU ADMINISTRATOR
	

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

	MICHELLE LANGE, CHIEF DEPUTY DIRECTOR 
	Romney Building, Lansing MI / 8 a.m. - 5 p.m.  Monday - Friday




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		This position serves as the Director of the Engagement and Performance Division (EPD) in the Office of Continuous Improvement (OCI). This position oversees the daily operations of the EPD.  The primary focus of this position is to develop and drive improvements in the performance of executive branch departments and agencies through ongoing programs and projects involving lean process improvement, citizen and resident engagement, and improved technology adoption.   The EPD Director is a key leadership position within the OCI and has regular direct interaction with the executive office, the State Budget Office, and the leadership of executive branch departments and agencies.  




	

	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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:
	50

	Provide leadership, oversight, and direction to EPD staff in providing services to executive branch departments and agencies.

	Individual tasks related to the duty:
	
	

	· Oversee and direct staff activities related to EPD programs and initiatives including projects involving lean process improvement, citizen and resident engagement, human centered design and improved technology adoption and performance management.  
· Maintain ongoing communications with department and agency executive and senior management to ensure that department and agency needs and concerns are addressed.  
· Monitor developments affecting EPD programs and initiatives, particularly approaches taken by state departments and agencies, the State Legislature, other state governments, the federal government, and private industry. Coordinate actions required to improve EPD programs and initiatives related to these developments.  

	Duty 2

	General Summary:
	Percentage:
	20

	Provide leadership over a statewide portfolio of programs, projects and contracts to ensure the advancement of goals for continuous improvement for the State of Michigan.    

	Individual tasks related to the duty:
	
	

	· Consult with and advise the Director of the OCI, DTMB Director, Cabinet Directors, and agency executives and senior management on citizen and resident engagement, human-centered design, process improvement and technology adoption matters. 
· Execute statewide policies on citizen and resident engagement, human-centered design, process improvement and technology adoption matters. 
· Ensure the design, development and implementation of current and new methods for continuous improvement for the State of Michigan. 

	Duty 3

	General Summary:
	Percentage:
	20

	Direct EPD staff to achieve goals and objectives

	Individual tasks related to the duty:
	
	

	· Provide general oversight to all EPD staff including direct participation in staff recruitment, development, counseling, and discipline, as needed.
· Selects and assigns staff; ensures compliance with Affirmative Action policies and procedures.  
· Administers applicable union contracts and the provisions of the Civil Service Rules including grievances and employee relation activities. 
· Proposes modification to the organizational structure of the EPD and the OCI as necessary for the efficient performance of duties and responsibilities.
· Motivates staff toward the accomplishment of program objectives.  
· Mentors staff.  
· Develops, executes, and monitors compliance with OCI goals, objectives, performance metrics, plans, and budgets.  

	Duty 4

	General Summary:
	Percentage:
	10

	Other duties as assigned.  

	Individual tasks related to the duty:
	
	

	· Assure the development and maintenance of records, reports and correspondence as required.  
· As requested, assist in budget activities and ensure OCI’s budget is adhered to.
· Represent the OCI in addressing employee concerns, citizen groups, legislative committees, and others.  
· Lead and manage special projects as assigned by the OCI Director, DTMB Director, and/or Cabinet Director. 
Formulate and implement marketing and public relation strategies.









	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

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




	
	

		The EPD Director is responsible for decisions regarding the following: application of policies and procedures to existing circumstances; advice and counsel to departments and agencies; daily operations of EPD, including direct supervision of EPD staff and other EPD administrative matters.  






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		Consultation with and/or approval by the OCI Director would be required for decisions involving a material departure from existing policy and procedure having department-wide or statewide implications; decisions involving material expenditures of OCI budgeted funds for equipment or other resources; or final decisions to dismiss 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.




	
	

		Physical effort required to perform this job would be considered normal for a general office setting (i.e., no extraordinary activities required and no unusual conditions or hazards present).  Periodic travel may be required.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			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

	HALFMAN, ANDREW
	STATE ADMINISTRATIVE MANAGER-1 15
	KENNEY, PAMELA
	STATE ADMINISTRATIVE MANAGER-1 15







	
	
	

		Additional Subordinates



	

	
	
	

	
		



	



	

	
	
	
	
	
	
	
	
	
	
	

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




	
	
	
	
	
	
	
	
	

	
		



	
		Complete and sign service ratings.



	
		



	
		Assign work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
		



	
		Provide formal written counseling.



	
		



	
		Approve work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
		



	
	
	

	
		



	
		Approve leave requests.



	
	
	
		Review work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
		



	
		Approve time and attendance.



	
		



	
		Provide guidance on work methods.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
		



	
		Orally reprimand.



	
		



	
		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 essential duties of this position are to directly supervise staff, oversees the daily operations of the office, and provide services to executive branch departments and agencies including employee engagement, employee recognition, recurring events, leadership development, employee and customer surveys, citizen and resident engagement, human-centered design, and performance management.






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	Add

	
		Change in organizational structure and creation of new section.   






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		The mission of the OCI is to lead statewide programs for process improvement, technology adoption, human centered design, and strategic planning. The EPD is a component of the OCI and is responsible ongoing programs and initiatives including process improvement, citizen and resident engagement, human-centered design, and performance management.  This position is responsible for the EPD.






	

	
	
	
	
	
	
	
	
	
	
	

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



	

	
	
	
	
	
	
	

		EDUCATION:



	
	
	
	
	

	
	
	
	
	
	
	

		Possession of a bachelor’s degree in any major.






	
	
	
	
	
	
	

		EXPERIENCE:



	
	
	
	
	

	
	
	
	
	
	
	

		State Division Administrator 17
Two years of experience as a professional manager or program/staff specialist, or equivalent experience.

Alternate Education and Experience

State Division Administrator 17
Education level typically acquired through completion of high school and three years of safety and regulatory or law enforcement experience at the 14 level; or, two years of safety and regulatory or law enforcement experience at the 15 level, may be substituted for the education and experience requirements.




	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		Ability to plan, develop and evaluate programs; manage staff development and training programs.  Knowledge of federal, state, and local relationships as they impact on the operations of the OCI and PDP.  Knowledge and ability to provide leadership and recommend improvements to policies, procedures, and problem resolutions.  Ability to establish and maintain effective relationships under varied conditions with state government personnel, external government officials, and external consultants and firms. 




	
	
	
	
	
	
	

		CERTIFICATES, LICENSES, REGISTRATIONS:



	
	
	

	
	
	
	
	
	
	

		None.




	
	
	
	
	
	
	

	
		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.



	

	
	
	

	
		None.



	

	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
		
	
	
	
	

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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



