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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-A
	Public Information

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

	External Communications and Marketing 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 serves as the department’s recognized resource for statewide external communications, marketing, and social media strategy. It leads the planning, development, and execution of high-impact communication materials, campaigns, and digital initiatives that support departmental priorities and positively shape public understanding of the department. This position manages the department’s $2 million marketing budget, oversees multi-channel content development, ensures compliance with State of Michigan communication and social media standards, and provides expert guidance to departmental staff and leadership. This position also prepares and distributes external communication materials, including press releases, fact sheets, reports, and presentations, responds professionally to public inquiries and maintains the department’s social media presence. Additionally, this position attends statewide events to gather content, uses platforms such as GovDelivery and Sitecore to disseminate information, and provides strategic and collaborative support to the Public Information Officer and other PIO staff, including assistance with speeches, media coordination, and operational continuity.



	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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:
	65

	Serves as the department’s recognized resource for statewide external communications, marketing, and social media strategy. Leads the planning, development, integration, and evaluation of high-impact communication materials, marketing campaigns, and social media initiatives that support departmental priorities and strengthen public understanding of the department. Exercises advanced professional judgment in directing multi-channel communication efforts, ensuring statewide consistency in messaging and branding, and managing the department’s $2 million marketing budget. 

	Individual tasks related to the duty:
	
	

	· Manages and strategically allocates the department’s $2 million marketing budget, ensuring resources support high-impact statewide external communications, digital advertising, and social media initiatives.
· Leads and oversees the development of all major external communication products, including press releases, media advisories, press kits, fact sheets, reports, brochures, and presentations, serving as the department’s expert reviewer for sensitive or high-visibility topics.
· Directs the department’s integrated communications and social media strategy, ensuring consistency of messaging, branding, and prioritization across all external channels, campaigns, and platforms.
· Plans, develops, and executes multi-channel and social media campaigns that advance department priorities, collaborate across divisions, and align with statewide initiatives.
· Ensures departmental social media accounts comply with State of Michigan policies, provide expert guidance on platform governance, and approve/authorize appropriate applications and access.
· Develops and manages the department-wide communication calendar, coordinating strategic messaging around key statewide events, recognition periods, initiatives, and public-facing activities.
· Creates and guides compelling storylines using advanced journalistic and visual communication techniques to support statewide campaigns and improve public understanding of department work.
· Develops and delivers training and consultation to departmental staff on external communications and social media best practices, standards, and emerging trends.
· Represents the department at statewide social media coordinator meetings and external communication collaboration groups to ensure alignment with enterprise-level strategies.
· Measures, analyzes, and interprets communication and social media performance, applying insights to improve future products, campaigns, and statewide outreach strategies.

	Duty 2

	General Summary:
	Percentage:
	10

	Responsibly and tactfully respond on behalf of the department to inquiries from the general public and families of incarcerated individuals, ensuring responses are accurate, empathetic, and consistent with departmental standards. 

	Individual tasks related to the duty:
	
	

	· Drafts clear and accurate responses to inquiries from the public and families of incarcerated individuals, ensuring messaging reflects departmental policy and tone.
· Assesses inquiries for sensitivity and urgency, determining when to coordinate responses with internal offices, facilities, or leadership.
· Researches and verifies information to ensure accurate and complete responses.
· Monitors social media direct messages and comments requiring a departmental response.
· Monitors the Public Information Office general mailbox, triage messages, and route specialized inquiries to appropriate staff or facilities.

	Duty 3

	General Summary:
	Percentage:
	10

	Attend events across the state to gather information, photos, video, and other content that support the department’s external communications and marketing initiatives.

	Individual tasks related to the duty:
	
	

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

	Duty 4

	General Summary:
	Percentage:
	10

	Utilize communication technology platforms to distribute accurate and timely external communications and support departmental digital infrastructure. 

	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 5

	General Summary:
	Percentage:
	5

	Support the Public Information Officer with special assignments and provide collaborative assistance across Public Information Office operations.

	Individual tasks related to the duty:
	
	

	· Assists the Public Information Officer with preparation of speeches and talking points for external events.
· Assists with media coordination as needed.
· Provides backup and collaborative support to other PIO staff to ensure continuity of operations.
· Performs 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. 




	
	

		This position identifies newsworthy, sensitive, or potentially controversial topics and ensures all public communications comply with state statutes, Department policies, and confidentiality requirements. It uses discretion when responding to public inquiries. Within the budget approved by the Deputy Director, the position develops the department’s advertising strategy, determines how funds are allocated, chooses vendors and platforms, and makes all purchasing decisions. The PIO signs p-card statements as required but does not approve or direct individual expenditures. The position also determines the content, timing, and format of marketing materials; selects appropriate communication channels; manages all digital advertising platforms; coordinates with contractors; and oversees social media messaging and engagement strategies. These decisions influence public perception, media coverage, compliance with legal requirements, contractor performance, and the effective use of the department’s $2M marketing budget.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		Supervisory review is required for approval of the overall marketing budget, major changes to spending strategy, and any expenditures that exceed established limits or fall outside approved categories. Management approval is also required for formal communication methods or any official department position presented in the media, as well as communication materials involving sensitive legal, legislative, or executive-level issues. Decisions that have a budgetary impact, are high-visibility, or are potentially controversial require review, along with any proposed changes to policy, procedure, process, or work rules. These reviews ensure alignment with departmental priorities, compliance requirements, and organizational standards.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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?




	
	

	
		Essential functions of this position include serving as the Public Information Office’s External Communication Representative, responsible for creating and disseminating external communications, managing and updating department social media accounts, responding to public inquiries with professionalism, gathering content at statewide events, and supporting the Public Information Officer with media activities. The position also directs the department’s paid external recruitment communications and marketing strategy, including developing digital advertisements, and serves as the department’s marketing subject matter expert to ensure consistent and compliant messaging across all MDOC offices. 






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		Since its last review, this position has grown from producing general department communication materials and coordinating social media activities to directing the department’s full paid external recruitment communications and marketing strategy, including the full creation of digital advertisements, which were previously created and disseminated by a third-party contractor. Responsibilities have expanded to include managing a $2 million marketing budget and overseeing paid digital advertising and promotional activities, representing a natural progression from earlier unpaid content-creation and campaign support duties. This position now serves as the department’s marketing subject matter expert, applying advanced interpretation of communication and advertising standards to ensure consistent and compliant messaging across all MDOC offices. Building on its previous work evaluating communication effectiveness, the position now analyzes complex recruitment and outreach challenges and develops targeted, department-wide marketing solutions. It also provides higher-level strategic consultation and guidance to partner offices, reflecting a shift from practitioner to strategic leader. Overall, the changes demonstrate a clear and progressive accretion of responsibilities that increase the position’s scope, decision-making authority, and organizational impact.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			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 is the central source for the department’s strategic messaging. This position serves as the Public Information Office’s External Communication Representative, responsible for creating and disseminating external communications, managing social media, responding to public inquiries, gathering content at statewide events, and supporting media efforts. This position also directs the department’s paid external recruitment marketing strategy, including developing digital advertisements, and serves as the department’s marketing subject matter expert. It applies advanced communication and advertising standards to ensure consistent, compliant messaging across all MDOC offices.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			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 12
Three 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 P11.




	
	
	
	
	
	
	

		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.



	

	
	
	

	
		None



	

	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
		
	
	
	
	

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



	

	
	
	
	
	

	
		CHRISTOPHER KIRKLAND



	
		7/24/2026



	

	
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



