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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

	
	GAMING CONTROL

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

	
	Indian Gaming & Legal Affairs 

	4. Civil Service Position Code Description
	10. Division

	Departmental Specialist-2
	Horse Racing

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

	
	

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

	ERNST, ALEXANDER; STATE ADMINISTRATIVE MANAGER-1
	

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

	MURLEY, DAVID E; SENIOR POLICY EXECUTIVE
	3062 W GRAND BLVD; DETROIT, MI 48202 / Monday-Friday, 8:00am-5:00pm (may vary)




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		This position serves as the professional specialist for horse track operations, licensing and veterinarian operations for Horse Racing.  This position is solely responsible for the reviewing and analyzing all program operations, including the track, licensing and veterinarian operations on an on-going basis and recommend modifications and improvements of policies and procedures to increase program efficiency and effectiveness and the applicant investigative reports and day-to-day track operations.  Additionally, this position will also be the specialist for the Equine Drug Testing program.



	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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:
	45

	Position is the specialist for horse track operations and veterinarian operations at the tracks.

	Individual tasks related to the duty:
	
	

	· Analyzes track, veterinarian and program operations on an on-going basis and recommends modifications of policies and procedures to achieve greater efficiency and effectiveness. 
· Serve as the liaison and provides consultation to and coordination with departmental programs with state agencies, private or public organizations and communities in regard to horse racing track and veterinarian operations. 
· Interprets the Horse Racing Act and proposed laws, policies and procedures as they relate to Michigan horse racing operations. 
· Proposes, develops and prepares policy materials, operations manuals and supporting instruction for horse racing operations. 
· Designs and implements methods for horse racing and veterinarian operations including the review, evaluation and cost analysis.   
· Serves as an organizational liaison for centralized administrative services for budgeting, information technology and human resources.

	Duty 2

	General Summary:
	Percentage:
	45

	Position is the specialist for Equine Drug Testing program. 

	Individual tasks related to the duty:
	
	

	· Consult with track veterinarians weekly to correct submission errors, specify the type of testing to be done and the number of horses to be tested.
· Monitor testing laboratory compliance with the contract spending levels, and authorize payments as required.
· Interpret each finding from the testing laboratory to determine if it constitutes a violation of the racing Act and Rules.
· Report the findings to stewards and veterinarians and direct investigations, needed.
· Testify at steward’s hearings and administrative hearings.
· Collect and maintain program data.
· Develop and conduct yearly training to track staff on equine drug testing procedures.
 

	Duty 3

	General Summary:
	Percentage:
	10

	Special projects and other duties as assigned.

	Individual tasks related to the duty:
	
	

	· Effectively communicates the objectives, rules, and regulations of horse racing in Michigan to the legislature, Executive Office, community groups, etc. 
· Perform special assignments as assigned by supervisor, Deputy Director or Executive Director as needed. 









	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

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




	
	

		Position serves as the professional specialist and expert regarding horse track operations, licensing and veterinary operations.  Position interprets and applies the Horse Racing Act 279 of 1995, department policies, procedures and administrative guidelines and determines priorities and schedules.  Staff, licensees and vendors are affected by the decisions made by this position and when information is not available in a timely manner.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		Supervisor review is required when major conflicts in priorities occur, when attempts at negotiating resolutions fail, when policy and procedural changes would affect operation and other staff and the expenditure of funds.  Supervisory authorization would be required to proceed with recommended revisions to policy.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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.




	
	

		Standard office setting and physical exertion, with some bending, stooping, moderate lifting of less than 25 lbs and computer use.  Occasionally may be required to travel to Board Lansing/Detroit offices and in Detroit-based casinos, where employee may be exposed to high concentration of tobacco smoke and noise. Additionally, contact with horses and environmental orders while at the racetracks. The position may require hours outside of normal business hours and overnight stays.
 






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			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



	

	
	
	

	
		



	

	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

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




	
	
	
	
	
	
	
	
	

	
		N



	
		Complete and sign service ratings.



	
		N



	
		Assign work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
		N



	
		Provide formal written counseling.



	
		N



	
		Approve work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
		N



	
	
	

	
		N



	
		Approve leave requests.



	
	
	
		Review work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
		N



	
		Approve time and attendance.



	
		N



	
		Provide guidance on work methods.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
		N



	
		Orally reprimand.



	
		N



	
		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?




	
	

	
		The position is properly described above.






	

	
	
	
	
	
	
	
	
	
	
	

	
			23. What are the essential functions of this position?




	
	

	
		As the professional specialist and expert regarding horse track operations, licensing and veterinary operations the essential duties of this position are to analyze program operations, including track, licensing and veterinarian operations on an on-going basis and recommend modifications and improvements of policies and procedures to increase program efficiency and effectiveness; to assist in the creation of investigative reports on applicants and to follow up on incidents at the tracks arising out of day-to-day operations; and to ensure compliance with the Horse Racing Law and administrative rules.  The position is the program specialist responsible for the new Equine Drug Testing program.  Include all requirements listed in Section 18 above.






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		This position is solely responsible for the new department program, Equine Drug Testing.  The following are the changes to the duties:  
· The specialist will develop and recommend annual budget requests for this program and explain the request to the administration or the legislative appropriations committee if needed.
· Monitor testing laboratory compliance with the contract and spending levels. Set what testing is done, thresholds to be observed, and numbers of horses tested.
· Function as the subject matter expert for private veterinarians, horse owners, trainers, MGCB veterinarians, stewards, and other staff members as needed.
· Interpret each finding from the testing laboratory to determine if it constitutes a violation of the racing Act and Rules. This involves researching pharmacological studies and consulting racing pharmacologists.
· Report findings to the stewards, veterinarians, and direct the investigation if it is determined a violation has occurred. Set further testing requirements, if needed.
 






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		Horse Racing is responsible for the overall pari-mutuel horse racing operation in Michigan.  Due to its specialized functions, this position must become very knowledgeable and dependable in its area or responsibility.  Position serves as the recognized resource and expert regarding horse track operations, licensing, and veterinary operations.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			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:



	
	
	
	
	

	
	
	
	
	
	
	

		Departmental Specialist 13 
Four years of professional experience, including two years equivalent to the experienced (P11) level or one year equivalent to the advanced (12) level.




	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		· Ability to collect, organize, interpret and evaluate data and prepare reports. 
· Ability to apply criteria and make recommendations. 
· Ability to have effective communication including clear, concise and convincing writing. 
· Ability to maintain favorable public relations. 
· Ability to systematically review, analyze, interpret and/or evaluate data making recommendations applicable to the desired outcome. 
· Experience with MS Access, Excel, Word, Outlook or similar software is desirable. 
· Knowledge of pari-mutuel horse racing system.




	
	
	
	
	
	
	

		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.



	

	
	
	

	
		



	

	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
		
	
	
	
	

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



	

	
	
	
	
	

	
		



	
		



	

	
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



