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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

	
	DNR-NATURAL RESOURCES

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

	
	

	4. Civil Service Position Code Description
	10. Division

	STATE DIVISION ADMINISTRATOR
	Parks and Recreation

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

	Assistant Chief
	PRD Administration

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

	TOM BISSETT; STATE BUREAU ADMINISTRATOR
	Lansing Division Office

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

	LOTT, SHANNON J; SENIOR DEPUTY DIRECTOR
	At a PRD location with office space/ 8:00-5:00 Monday-Friday




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		This position will assist the Division Chief and Department to maintain a high level of involvement and good working relationships with agencies, state and federal; state parks, water and trail agencies; the Michigan Legislature; universities; and constituent groups throughout Michigan. Serve as Assistant Division Chief to Parks and Recreation Division. Assistant in the overall management of parks, waterways, trails and resource protection programs. Directly supervise and oversee budget and operations for Field Operations Chief and division field operations managers. 



	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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:
	40

	Assist the Division Chief to direct and oversee Parks and Recreation Division (PRD) with responsibility for developing management goals; objectives, policies, and operational plans for the state’s parks, waterways, and trail programs.


	Individual tasks related to the duty:
	
	

	· Serve as a member of the Division’s Management Team.
· Assist the Division Chief and PRD’s Management Team to develop, maintain and implement a Strategic Plan to ensure effective and efficient direction to meet the mission and goals of the Division.
· Assist the Division Chief to maintain and implement the Division’s Strategic Plan and to insure the Division’s management focus is towards a process which recognizes a holistic approach to issues, planning, and decision making. 
· Assist Division Chief with responses to operational concerns from constituent groups.
· Assist Division Chief with special projects as it relates to statewide operations.
· Fulfil the duties and responsibilities of the Division Chief in his/her absence. 
· Ability to guide research and analysis to enable effective decision making.
· Ability to inspire employees to seek innovative and best practices toward program and management of the Parks and Recreation system.
· Play a strategic role in the transformation processes using the “lean process in systems” to enhance efficiency in service delivery. 
· To develop and maintain strategies to enhance diversity in the Division. 



	Duty 2

	General Summary:
	Percentage:
	25

	Responsible for the management of the field operations and trails including direct supervision of field operations chief, strategic operations chief and the State Trail Coordinator.

	Individual tasks related to the duty:
	
	

	· Assist in developing a process for the Division and the allocating and overseeing the expenditures of an annual budget exceeding $140 million based on criteria
· Develop, supervise, and evaluate an annual work planning process. This is to include operational planning, implementation, and evaluation.
· Implement hiring practices based on merit, ability, and performance, providing equal opportunity for training and career development opportunities for all employees, and assure that equal opportunity principles are followed in the delivery of programs and services.
· Ability to coach employees to enable them to reach their potential in their job performance.
· Oversee facilities for adequacy and maintenance.
· Review and approve time and attendance, sick and annual requests and travel expense vouchers. 
· Review budgetary allotments and annual expenditures to assure funds have been dispersed appropriately. 
· Implement and conduct employee performance appraisal on a semi-annual basis, or more frequently if warranted.
· Conduct investigations and take disciplinary actions when necessary.
· Ensure employees receive periodic training to improve job skills and work safety.
· Ensure that high standards and compliance with department and division policies are implemented.
· Ensure division is adhering to sustainable operations, innovative operational strategies, has safety and training
Programs.



 
 



	Duty 3

	General Summary:
	Percentage:
	25

	Responsible for ensuring the accurate and timely completion of field inspections and program coordination.  Responsible for ensuring a high level of customer service and public accommodations by all Parks and Recreation Division field personnel.

	Individual tasks related to the duty:
	
	

	• Supervise the field inspection process carried out by the District Supervisors to ensure their timely completion.
• Directly inspect parks and recreation areas, including trails and boating facilities, and review projects throughout the year to ensure their compliance and satisfactory progress as required through policy and procedure and Department directives.
• Ensure the districts/urban facilities compliance with division program directives and policies, as well as all other mandated special projects with division-wide impact.
• Ensure that District Supervisors are actively involved in the implementation of the Division’s Strategic Plan.
• Provide assistance with human resources, facility support, other needed resources, and coordination with other division programs.
• Assist and participate in public meetings and hearings as they pertain to all facets of the Michigan state parks and waterways programs.
• Actively contribute to the Michigan State Parks Advisory Committee, Waterways Committee, and Trails Advisory groups.
• Give presentations concerning Parks and Recreation Division’s programs to public groups, organizations and schools.
• Investigate and respond to public inquiries and complaints regarding state parks, recreation areas and waterways operations.
• Ensure that the public is handled and accommodated in a safe and cordial manner by all Parks and Recreation Division field personnel.
• Ensure all small projects fully address compliance with ADA upon completion and prior to public use.
• Supervise field inspections in collaboration with District Supervisors.
• Collaborate with Forest Resources Division as it relates to trails and camping programs.
• Conduct follow-up inspections or correspondence to ensure compliance with reported policy/procedure or facility maintenance issues.
• Respond to citizen-reported complaints or concerns via telephone, e-mail or the log letter process.
• Give public presentations and respond to reporter inquiries related to field operations issues.
• Demonstrate and support innovative ways to promote and implement the Recreation Passport, including the recruitment of new and/or non- traditional users.
• Assist with coordinating training of field staff to improve customer service.




	Duty 4

	General Summary:
	Percentage:
	10

	Assist the Division Chief in maintaining a high level of involvement and good working relationships with agencies. Maintain a high level of involvement and good working relationships with the Natural Resources Commission, the Michigan Legislature, division program advisory groups, and constituent groups throughout Michigan.

	Individual tasks related to the duty:
	
	

	Assist the Division Chief with the Natural Resources Commission and advisory groups on issues of concern as expressed by the general public.


Assist the Division Chief with programs, initiatives and areas of concern of Michigan Legislature, including the development and use of the Division’s operating and capital outlay budgets.


Assist in coordinating Division programs with other jurisdictions/agencies as appropriate to ensure successful implementation and that a proper decision-making protocol has been followed.


Work closely and maintain a high profile with the mParks and other Park and Recreation agencies including trails and boating, and other states.


Encourage a close working relationship with the universities and mission related organizations in Michigan and other professional groups to collaborate on problem areas and leverage knowledge and capability not owned by the Division.


Provide engagement and coordination with a wide variety of public groups with interest in Division programs.


Meet frequently with the general public and constituent groups.










	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

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




	
	

		On behalf of the Division Chief when necessary, independently make decisions on policy and procedures for PRD management, budget and personnel management.







	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		Decisions that have potential implications or impact on the Division or Department as a whole, or which carry policy or budgetary ramifications which extend beyond PRD.







	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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.




	
	

		No strenuous physical effort or environmental conditions involved. Late night travel and air travel are sometimes necessary.







	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			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

	
	PARK AND RECREATION MANAGER-3 14
	
	PARK AND RECREATION MANAGER-3 14

	
	PARK AND RECREATION MANAGER-3 14
	
	

	
	EXECUTIVE SECRETARY-E E10
	
	PARK AND RECREATION MANAGER-3 14

	
	PARK AND RECREATION MANAGER-3 14
	
	PARK AND RECREATION MANAGER-3 14

	
	PARK AND RECREATION MANAGER-3 14
	
	PARK AND RECREATION MANAGER-3 14

	
	PARK AND RECREATION MANAGER-3 14
	
	

	
	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):




	
	
	
	
	
	
	
	
	

	
		Y



	
		Complete and sign service ratings.



	
		Y



	
		Assign work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
		Y



	
		Provide formal written counseling.



	
		Y



	
		Approve work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
		Y



	
	
	

	
		Y



	
		Approve leave requests.



	
	
	
		Review work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
		Y



	
		Approve time and attendance.



	
		Y



	
		Provide guidance on work methods.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
		Y



	
		Orally reprimand.



	
		Y



	
		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?




	
	

	
		Essential duties are to assist the Division Chief to provide leadership in and administrative oversight for the programs of PRD in collaboration with all the Department’s programs. This position will assist in a high level of involvement and good working relationships with other state federal, and international agencies, institutions, and groups having interest in parks and recreation. 







	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		Added 3 additional positions under subordinates (PARKMGR3A03N; PARKMGR3A02N; PARKMGR3A11N). These positions are being reassigned for reasons of operational efficiency. Their duties, tasks, and responsibilities remain the same. Removed two positions under subordinates (STDDADM1K32N; STDDADM1U70N) to report to PRD Chief. 






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		This work area is responsible for assisting in administering all programs within PRD with a focus on field operations. Services and trails. This position assists in providing leadership and administrative oversight. 







	

	
	
	
	
	
	
	
	
	
	
	

	
	
			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.
Degree in Parks and Recreation, Natural Resources Management or equivalent is preferred






	
	
	
	
	
	
	

		EXPERIENCE:



	
	
	
	
	

	
	
	
	
	
	
	

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





	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		Extensive knowledge of Parks and Recreation management, planning, fiscal public policy relate to the work. Extensive knowledge of federal, state, and local relationships that impact the operations of a department. Good negotiation skills, management skills, and communication skills (written and verbal) are required.





	
	
	
	
	
	
	

		CERTIFICATES, LICENSES, REGISTRATIONS:



	
	
	

	
	
	
	
	
	
	

		N/A




	
	
	
	
	
	
	

	
		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.



	

	
	
	
	
	

	
		RYAN STARKWEATHER



	
		8/4/2025



	

	
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



