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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

	
	DOC-CORRECTN CENTRAL OFFICE

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

	
	Executive

	4. Civil Service Position Code Description
	10. Division

	Communications Rep-E
	Public Information

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

	External Communications Representative
	

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

	RIEHLE, JENNIFER; STATE OFFICE ADMINISTRATOR
	

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

	WASHINGTON, HEIDI; DIRECTOR
	Grandview Plaza; 206 E Michigan Ave., Lansing, MI 48933 / Monday - Friday / 8:00AM - 5:00PM




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		This position is responsible for developing external communication materials and campaigns that help achieve department priorities and advance favorable external attitudes toward the department. This position will prepare and distribute press releases, fact sheets, reports, presentations and other external communications for the media, external stakeholders, and the general public. This position will respond professionally on behalf of the department to inquiries from the general public. This position serves as the department’s social media coordinator and is responsible for maintaining and updating the department’s social media accounts. The position may be required to attend external events across the state to act as photographer, or to interview event participants for external communications. This position will be responsible for using a variety of technology, including GovDelivery and Sitecore, to disseminate external communications. This position may provide assistance to the director of the Public Information Office to prepare speeches and talking points for external events or to coordinate media visits to facilities. This position may provide backup and collaborative support to other PIO office employees. 



	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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

	Responsible for developing external communication materials and campaigns that help achieve department priorities and advance favorable external attitudes toward the department.

	Individual tasks related to the duty:
	
	

	· Strategically prepare content suitable for specific external communications channels and audiences that are professional, accurate, timely, relevant, and reflect the department’s brand and standards. 
· Develop and manage monthly communication calendar for the department with emphasis on external events and recognitions such as DEI months, federal and state declarations, and statewide events.
· Develops various communications documents for external facing audiences including press releases, media advisories, press kits, fact sheets, reports, summaries, brochures, presentations and more. 
· Develops storylines, using journalistic and visual techniques, that are inspiring, innovative, and that connect with external audiences.
· Measure external communications efforts and integrate results into future communication products and initiatives. 

	Duty 2

	General Summary:
	Percentage:
	20

	Responsible for coordination of the Michigan Department of Corrections social media communication strategy and integration.

	Individual tasks related to the duty:
	
	

	· Actively create, plan and execute custom and collaborative content/communication campaigns for MDOC social media accounts. 
· Ensure department social media accounts comply with State of Michigan standards, guidelines and acceptable use policies.
· Attend statewide social media coordinator meetings. 
· Create and implement training sessions or orientations on social media practices as needed to educate MDOC staff on social media.
· Authorizes social media applications on desktops as appropriate. 

	Duty 3

	General Summary:
	Percentage:
	10

	Responsibly and tactfully respond on behalf of the department to inquiries from the general public, and the families of those who are incarcerated.

	Individual tasks related to the duty:
	
	

	· Monitor social account direct messages and comments for inquiries from the general public.
· Monitor general PIO mailbox for inquiries from the general public.
· Research and craft responses to general public inquires where relevant and/or forward to appropriate office or facility for response.

	Duty 4

	General Summary:
	Percentage:
	10

	Attend events at locations across the state to research and collect information and content for external communications.

	Individual tasks related to the duty:
	
	

	· Coordinate with event organizers to attend and document external events such as prisoner graduations, legislative and stakeholder meetings, and other special events.
· Assist event organizers with coordination as needed and help provide clear, concise communications for the event such as invitations, registration, agendas, and more.

	Duty 5

	General Summary:
	Percentage:
	10

	Utilizes various technology to distribute internal communications.

	Individual tasks related to the duty:
	
	

	· Posts relevant content to the department’s external facing website and serve as backup to PIO web administrator.
· Utilizes GovDelivery, the statewide listserv program, to send out timely and accurate external communications, manage listserv membership appropriately.

	Duty 6

	General Summary:
	Percentage:
	5

	Support Public Information Officer and special duties as assigned.

	Individual tasks related to the duty:
	
	

	· Assists the Public Information Officer with preparation of speeches and talking points for external events and with media coordination as needed
· Provides backup and collaborative assistance to other members of the Public Information Office
· Other duties as assigned.









	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

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




	
	

		Position must utilize judgment to determine what topics or stories might be of interest or controversial to an external audience. Must ensure any statements or social posts made comply with state statutes, Department policy/procedures and legal requirements including confidentiality of information. Must use tact when interacting with general public inquiries. 






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		Decisions regarding formal communications methods or an official department position in the media require management approval prior to implementation. Decisions that have a budgetary impact and/or have high visibility or are potentially controversial require management approval. Changes to policy, procedure, process or work rule.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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.




	
	

		Work is generally performed in a routine office environment. Workload involves the use of a personal computer, which may require sitting for periods of time. Occasionally, this person will be going out into the field to a facility or field office which may require significant walking. 






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			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?




	
	

	
		Yes






	

	
	
	
	
	
	
	
	
	
	
	

	
			23. What are the essential functions of this position?




	
	

	
		This position serves as the Public Information Office’s External Communication Representative and will be responsible for creating and disseminating external communications, maintaining and updating department social media accounts, responding to general public inquiries tactfully and professionally, attending events across the state to develop content, and assisting the Public Information Officer with media. 






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		New establishment






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		The function of the work area is communications. The MDOC communications office serves as the central point for all strategic communications for the department. This position serves as the MDOC External Communication Representative and is responsible for external communication deliverables. 






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			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 English, journalism, communications, broadcasting, telecommunications, advertising, communication arts, marketing, public relations, or a related field.





	
	
	
	
	
	
	

		EXPERIENCE:



	
	
	
	
	

	
	
	
	
	
	
	

		Communications Representative 9
No specific type or amount is required.

Communications Representative 10
One year of professional experience in preparing and disseminating informational and promotional materials equivalent to a Communications Representative 9.

Communications Representative P11
Two years of professional experience in preparing and disseminating informational and promotional materials equivalent to a Communications Representative, including one year equivalent to a Communications Representative 10.

Alternate Education and Experience

Communications Representative 9
Possession of a bachelor's degree in any major with two years of experience equivalent to a Communications Representative may be substituted for the education requirement.

OR

Completion of 60 semester (90 term) credits including 16 semester (24 term) credits in any combination of coursework in the following areas: English, journalism, communications, broadcasting, telecommunications, advertising, communication arts, marketing, or public relations, AND two years of experience equivalent to a Communications Representative may be substituted for the education requirement.

OR

Educational level typically acquired through completion of high school and four years of experience equivalent to a Communications Representative may be substituted for the education requirement.




	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		· Experience with social media platforms, including, but not limited to Facebook, Twitter, YouTube, Instagram, LinkedIn, etc.
· Experience in the execution of social media strategies for a company or organization.
· Development of communication strategies and plans
· Proficient user of social media, including emerging platforms.
· Excellent written and verbal communication skills
· Ability to maintain confidentiality of sensitive information and documentation
· Ability to work professionally with a wide variety of people.
· Knowledge of web design.




	
	
	
	
	
	
	

		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.



	

	
	
	
	
	

	
		KATLYN SAYLOR



	
		8/22/2024



	

	
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



