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	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.)
	8.	Department/Agency

	
	ATY GNRL CENTRAL OFFICE

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

	
	

		4.Civil Service Position Code Description

	10.	Division

	General Office Assistant-E
	Criminal Trials Division

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

	11.	Section

	General Office Assistant
	

		6.Name and Position Code Description of Direct Supervisor

	12.	Unit


	
Shortt, Robin; Section Head Legal Secretary- SPV-10
	

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

	ADAIR, MONIKA; DIVISION LEGAL SECRETARY SPV-3
	3030 W. GRAND BLVD., Suite 10-300, Detroit, MI (Monday- Friday 8 am to 5 pm) 

		14.	General Summary of Function/Purpose of Position

	This position will provide general support for the Special Assistant Attorneys General hired under the Distressed Cities Initiative, monitor Criminal Trials portal which includes opening all incoming cases to the division and handles incoming citizen correspondence by importing from Legal Files.  This position requires knowledge of various software applications, in addition to flexibility to perform a wide variety of duties required within the office environment. This position will also answer the incoming phone lines for the CT Division and the mainline to the Detroit location of the Department of Attorney General. They will also process the mail daily for the Detroit divisions, prepare DTMB Visitor Requests, setup of trainings that are held in the Detroit office, maintain library and Record Center processing

		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		
Point of contact for the Distressed Cities Initiative of Saginaw, Wayne and Genesee counties. Prepares contracts, invoice processing, data importing, report generating, admin duties to assist Division Chief.
Individual tasks related to the duty:
• 


	Individual tasks related to the duty.

· Prepares contracts, invoices for payments, tracks payments, report generating, and data reporting.
· Must have extensive knowledge of Microsoft Excel.

	Duty 2
General Summary of Duty 2	% of Time		
Will monitor AG-TrialsIntake email and Worklist (Criminal Trails Intake Portal) for cases submitted to the office for review

	Individual tasks related to the duty.
· Monitoring email daily for new submission
· Downloading submission and attached them to the portal for Intake Manager review.
· Opening new files in Legal Files and assigning our based-on Intake Manger decision to AAG and Assigned Secretary




	
Duty 3
General Summary of Duty 3	% of Time		
Montior citizen letter submissions to Criminal Trails by mail, and online submissions.  

	Individual tasks related to the duty.
· Will monitor mail daily for citizen letters mailed to the office.
· Will monitor Legal Files Importer for new online submission.
· Will review letters submitted for duplicates.
· Assign out letters in the division and monitor workloads

	Duty 4
General Summary of Duty 4	% of Time		
Reception related duties such as, answering the incoming phone lines, process the mail daily for the Detroit divisions, prepare DTMB Visitor Requests, and setup of trainings

	Individual tasks related to the duty.
· Must be able to handle multiple lines of incoming calls and transferring calls to appropriate divisions.
· Must be familiar with Microsoft applications such as Word, Outlook, etc. and willing to learn additional software applications needed to complete
assignments.



	
Duty 5
General Summary of Duty 5	% of Time		
File and retrieves records, reports, correspondence, or other materials. Compiles data for reports in response to specific requests or instructions. Types forms, legal documents, records, correspondence, memoranda, reports, technical material, numerical data. Inputs data, scans documents into Legal Files, retrieves, updates, and deletes information from electronic folders and files. Assembles all preliminary information and assigns to an attorney or investigator as needed.

	Individual tasks related to the duty.

· Employee will perform duties such as filing, sorting, typing, copying, shredding documents, preparing files for off-site storage and input of data into Content Manager and retrieve data from Content Manager.
· Other duties as assigned

	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.
Prioritization of workload. Organization of case files. Answering inquiries or directing to appropriate personnel. Citizen Letter Assignments/ Imports

		17.	Describe the types of decisions that require the supervisor’s review.
Only when clarification is needed for an unfamiliar or unique assignment, situation or procedure. Given the nature of the of the cases under the Initiative and the anticipated volume of these cases, this is not unusual

		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.
Work is performed in an office setting often sitting for long periods in front of a computer. There could, at times, be stress in meeting deadlines. The position requires occasional lifting, bending, walking, standing and crouching.

		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.		Assign work.
	Provide formal written counseling.		Approve work.
	Approve leave requests.		Review work.
	Approve time and attendance.		Provide guidance on work methods.
	Orally reprimand.		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 is essentially needed to provide administrative support, with the duties requested, to complete a variety of tasks, as described above, required on a daily basis under the Distressed Cities Initiative. In addition, will require support/monitoring on a daily basis for all incoming citizen letters and cases to Criminal Trials Division. 


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

		25.	What is the function of the work area and how does this position fit into that function?
This division is one of the divisions within the Criminal Justice Bureau of the Department of Attorney General. The Division's assignment is to assist with prosecution of criminal matters, process complaints, respond to citizen correspondence, refer matters for investigation, assemble physical and electronic files, and other matters as they come to this division

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

	EDUCATION:
Completion of high school

	EXPERIENCE:
General Office Assistant 5
No specific type or amount of experience is required.
General Office Assistant 6
One year of administrative support experience.
General Office Assistant E7
Two years of administrative support experience, including one year equivalent to the intermediate level.

	KNOWLEDGE, SKILLS, AND ABILITIES:
Language skills including, spelling, grammar, punctuation, etc. Typing skills and knowledge of personal computers, office equipment, office machines, practices and procedures. Good oral and written communication skills. Ability to effectively deal with people and work under stress.

	CERTIFICATES, LICENSES, REGISTRATIONS:
N/A

	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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