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Position Code

1.  
State of Michigan 

Civil Service Commission 
Capitol Commons Center, P.O. Box 30002 

Lansing, MI 48909 
POSITION DESCRIPTION  

This position description serves as the official classification document of record for this position.  Please 
complete this form 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.) 

3.Employee Identification Number 

4.Civil Service Position Code Description 

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

6.Name and Position Code Description of Direct Supervisor 

7.Name and Position Code Description of Second Level Supervisor 

8.Department/Agency 

9.Bureau (Institution, Board, or Commission) 

10.Division 

11.Section 

12.Unit 

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

 14. General Summary of Function/Purpose of Position 
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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 of Duty 1 % of Time 

Individual tasks related to the duty. 
•  

Duty 2 
General Summary of Duty 2 % of Time 

Individual tasks related to the duty. 
•  
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Duty 3 
General Summary of Duty 3 % of Time  

Individual tasks related to the duty.
•  

Duty 4 
General Summary of Duty 4 % of Time  

Individual tasks related to the duty. 
•  
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Duty 5 
General Summary of Duty 5 % of Time  

Individual tasks related to the duty. 
•  

Duty 6 
General Summary of Duty 6 % of Time  

Individual tasks related to the duty. 
•  
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 16. Describe the types of decisions made independently in this position and tell who or what is affected by those decisions. 

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

 18. What kind of physical effort is used to perform this job?  What environmental conditions is this position physically exposed to on 
the job?  Indicate the amount of time and intensity of each activity and condition.  Refer to instructions. 

 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.  (If more than 10, list only classification titles and the number of employees in each classification.) 

NAME CLASS TITLE NAME CLASS TITLE 

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

Complete and sign service ratings. 

Provide formal written counseling. 

Approve leave requests. 

Approve time and attendance. 

Orally reprimand. 

Assign work. 

Approve work. 

Review work. 

Provide guidance on work methods. 

Train employees in the work. 
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22. Do you agree with the responses for Items 1 through 20?  If not, which items do you disagree with and why? 

 23. What are the essential functions of this position? 

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

 25. What is the function of the work area and how does this position fit into that function? 
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 26. What are the minimum education and experience qualifications needed to perform the essential functions of this position? 

EDUCATION: 

EXPERIENCE: 

KNOWLEDGE, SKILLS, AND ABILITIES: 

CERTIFICATES, LICENSES, REGISTRATIONS: 

NOTE:  Civil Service approval of this position does not constitute agreement with or acceptance of the desirable qualifications for 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’s Signature   Date 

TO BE FILLED OUT BY APPOINTING AUTHORITY 
Indicate any exceptions or additions to statements of the employee(s) or supervisors. 

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

       
 Appointing Authority Signature   Date 

TO BE FILLED OUT BY EMPLOYEE 
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’s Signature   Date 

NOTE:  Make a copy of this form for your records. 
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	PosCode: 
	EmplID: 
	Class: 
	WorkTitle: Staff Attorney Position 15/16
	Supv: Robert Hayes--Section Head
	SupvNext: Oronde Patterson--First Assistant, Public Integrity Unit
	Name: 
	Dept: Attorney General
	Bureau: Criminal Justice Bureau
	Division: Criminal Trials Division
	Section: Public Integrity Unit
	Unit: Public Integrity Unit
	Location: 525 W. Ottawa St., Lansing/3030 
W. Grand Blvd., Detroit
Monday-Friday; 8am-5pm.
	Summary:  The incumbent directs investigations, prepares pleadings, develops legal positions and strategies and conducts criminal prosecutions with only minimal supervision in the most difficult cases. This attorney develops and prosecutes cases including, but not limited to, public integrity cases, officer involved shootings, in-custody deaths, and other complex matters.   The incumbent is expected to routinely and independently handle cases that garner great public interest and media attention. He or she handles cases involving interpretations of statutes, state and federal constitutions, sophisticated proofs, and cases with major consequences for the People of the State of Michigan. The position calls for a trial attorney who can artfully present a case to a jury.
	Percent: 
	1: 50
	2: 30
	3: 20
	4: 
	5: 
	6: 

	Duty: 
	1: Prosecution of complex criminal cases involving public integrity in District and Circuit Court throughout Michigan.  
	2: Direct criminal investigations. 
	3: Perform Other Duties as Assigned by Criminal Trials Division Management.  
	4: 
	5: 
	6: 

	Tasks: 
	l: 
· Handles all duties of a trial prosecutor in the public integrity related cases.  Such duties include determining appropriate charges and appearing in court for motions, conferences, pleas, trials and sentencings. 

· Develops legal strategies for criminal prosecutions with only minimal supervision. Foresees likely defenses and develops strategies to counter or defeat those defenses. 

· Pursues cases involving interpretations of statutes, state and federal constitutions. 

· .Provides guidance and assistance to senior attorneys, management, and Executive in the performance of their duties


	3: 
• Prepare legal memos as assigned on issues relevant to specialized areas in criminal law. 

• Maintain professional competency by taking various classes and presentations offered or approved by the department.

	4: 
	5: 
	6: 
	2: 
• Direct investigators from this department and from various law enforcement agencies in the most serious and complex criminal investigations. Advise the investigators as to evidence that must be developed and presented both before and after charging decisions. 

• When warranted by the evidence, draft memoranda requesting executive authority to initiate criminal charges and/or to make plea offers.


	Decisions: Advise and assist Michigan State Police, AG investigators and/or local police in their investigations of complex and difficult criminal cases. Upon completion of such an investigation, make charging recommendations which are then reviewed by department executives. Make plea recommendations in the most serious cases, which are then reviewed by supervisors for final approval. Make recommendations with respect to sentencing and whether or not a case goes to trial.  Conducts jury trials in the most serious and complex cases and makes independent decisions with respect to which witnesses to call for trial and what evidence to present.
	DecisionsSupv: Decisions that require review are charging decisions and plea offers.
	Physical: Most physical effort involves driving to various courts and carrying the files into court.
	EmplName: 
	1: 
	2: 
	3: 
	4: 
	5: 
	6: 
	7: 
	8: 
	9: 
	10: 

	EmplClass: 
	1: 
	2: 
	3: 
	4: 
	5: 
	6: 
	7: 
	8: 
	9: 
	10: 

	Check: 
	1: 
	2: 
	3: 
	4: 
	5: 
	6: 
	7: 
	8: 
	9: 
	10: 

	SupvAgree: Yes.
	EssDuties: The person in this position must be able to function as a courtroom prosecutor in the most serious and complex cases. He or she must have command of the rules of evidence and a good working knowledge of the substantive criminal law.  He or she must be able to develop and execute a strategy for the effective presentation of evidence at various types of hearings and trials. It is essential that he or she be able to effectively examine and cross examine witnesses, make and argue appropriate objections, and present arguments of law to a judge.
	Changed: The position's duties and responsibilities have not changed.  This position is being posted as the result of an attorney transferring to another unit within the Criminal Trials Division. 
	SupvFunction: The primary mission of the Criminal Division is to investigate and prosecute violations of criminal law.  The Staff Attorney 15/16 is a front-line litigator who prosecutes serious and/or complex cases, handles sensitive and “high-profile “matters, and legal assignments assigned by Criminal Trials Division Management.  
	Education: A J.D. Degree from an ABA accredited law school, and active membership in the State Bar of Michigan.
	Experience: Attorney – 15
A J.D. Degree from an ABA accredited law school, and active membership in the State Bar of Michigan.

Attorney-Senior 16
Four years of post-bar admission legal experience.
	KSA: Knowledge of fundamental subjects of law. Knowledge of research procedures. Ability to prepare briefs and argue cases before state and/or federal courts and agencies. Knowledge of court procedures. Knowledge of practices and procedures of the Department of Attorney General. Ability to communicate effectively both verbally and in writing. Ability to use judgment, tact and discretion. Ability to analyze facts and draw logical conclusions. Ability to maintain accurate records.
	Licenses: Membership in good standing in the Michigan State Bar.


