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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

Tech, Management, & Budget - MB

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

State Facilities Administration

	4. Civil Service Position Code Description

Student Assistant-E
	10. Division
 

	5. Working Title (What The Agency Calls The Position)

Student Assistant
	11. Section

	6. Name And Position of Direct Supervisor

Richardson, Thomas J; State Administrative Manager-15
	12. Unit

Health And Safety Services

	7. Name And Position Code off Second Level Supervisor

Turnquist, Michael A; Senior Deputy Director 20
	13. Work Location / Hours of Work

State Warehouse Complex 
3111 W. St. Joseph Street, 
Lansing, Mi 
M-F 8:00 a.m. - 5:00 p.m. 
(Hrs May Vary-maximum 29 hrs per week)







		
	
	

	
		14. General Summary of Function/Purpose of Position  

This student will provide technical support for DTMB/SFA, Health and Safety Services. This position will assist in research and development of safety training, building audits, procedure development and job hazard analysis (JHA) processes within Health and Safety. It is expected that the student will become familiar with program systems and procedures aiding the Health and Safety Services program.










	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			15. Please describe the assigned duties, percent of time spent performing each duty, and what is done to complete each duty.




	
			Duty 1

	General Summary:
	Percentage: 30

	[bookmark: _Hlk139964620]Assist with Building Audits

	Individual tasks related to the duty:

	· Maintain audit database. 
· [bookmark: _Hlk139964685]Research best practices for audits and making recommendation for changes/improvements.
· Document building issues that need to be addressed by taking pictures and notes during building tours and place into appropriate reporting format.
· Categorizing hazards 


	Duty 2

	General Summary:
	Percentage: 25

	[bookmark: _Hlk139964629]Assist with Safety Training

	Individual tasks related to the duty:

	· Assist in the development of training materials (PowerPoints, tests, evaluations etc.)  
· Develop outlines for each area regarding annual training required and research materials for such training. 
· Assist in training set up of training location and materials.
· Set up computer, conference room, video, projector, etc.
· Assist with set up of technology and training room logistics for CPR/First Aid Classes


	Duty 3

	General Summary:
	Percentage: 25

	[bookmark: _Hlk139964635]Assist with AED Program

	Individual tasks related to the duty:

	· Take lead on ordering AED supplies and inventory tracking.
· Periodic physical checks of the AED’s in specified zones/buildings.
· Partner with BOD zone personnel with material distribution.
· Assist BOD zone staff in maintaining AED’s in order to prevent equipment expiration.

	Duty 4

	General Summary:
	Percentage: 10

	[bookmark: _Hlk139964653]DTMB PPE Hazard Assessments

	Individual tasks related to the duty:

	· Maintain Hazard Assessments to ensure they are current.
· Proactively working with supervisors, workers, and customers to create new hazard assessments when needed.
· Update e-Hazard Assessments for all of DTMB upon request.

	Duty 5

	General Summary:											Percentage: 10

	Other Duties as Assigned

	Individual tasks related to the duty:

	· Order office supplies for HS staff and SFA Administration
· Draft, review, and edit documents (correspondence, PowerPoints, HS Newsletter, etc.)
· Use the DTMB Correspondence Manual to ensure documents are produced using the correct style and standard for the department. 
· Regularly check HS website for broken links, outdated information, etc.
· Monitor the HS mailbox and take necessary action.
· Process Employee Departure requests in a timely fashion.
· Maintain employee records.
· Assist with technology demands as needed.
· Develop supply inventory of HS items.

	
	

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




	
	

		Decisions need to be made in the selection of appropriate actions and departmental policies/procedures.  





17. Describe the types of decisions that require the supervisor's review.  
Guidance is required to establish priorities or when agency procedures are unknown.

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.
· Moving files, boxes, supplies, tools or materials weighing up to 25 pounds. 
· Placing reams of copy paper on shelves (Keeping paper trays full in copiers) 
· This job is sometimes performed in a standard office setting. Use of a computer is required. Sitting at a computer terminal for long periods of time. Moderate lifting, bending, and kneeling for sorting and filing. 
· This job is sometimes performed in shop, warehouse, storage or mechanical space. Some exposure to dust, noise, temperature extremes, mechanical or electrical equipment may occur. 
· This position requires work to be performed in various buildings in Lansing’s downtown Capitol Complex and the Secondary Complex in Dimondale.






	

	
	
	
	
	
			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



	
	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?




	
	

	
		Prepared by management.






	

	
			23. What are the essential functions of this position?




	
		To provide support to the Health and Safety Unit. 






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	N/A



	

	
	
	
	
	
	
	
	
	
	

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




	
		Provide Health and Safety support to the DTMB. 






	

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



	

		EDUCATION:



	
	
	

		Current enrollment in vocational or technical school, or post-secondary educational institution.




		EXPERIENCE:



	
	

		Student Assistant A
No specific type or amount is required.




		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	

		· Ability to follow oral and written instructions. 
· Knowledge of typical office software programs. 
· Ability to read, write, count with good written and communication skills. 
· Knowledge of database management programs. 
· Ability to work closely with various levels of staff and customers.




		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.



	

		N/A



	

	
	

	
	



	

	
	
	
	
	
	
	
		
	
	
	
	

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



	

	
	
	
	
	

	
		



	
		7/6/2016



	

	
	
	
	
	

	
		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



	



	



