
State of Michigan 
Civil Service Commission 

Position Code 

1. DPTL TCHEZ16R
Capitol Commons Center, P.O. Box 30002 

Lansing, Ml 48909 

POSITION DESCRIPTION 

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.1.) 8. Department/Agency

DEPARTMENT OF STATE 

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

Elections 

4. Civil Service Position Code Description 10. Division

Departmental Technician-E ELECTION OPERATIONS SECTION 

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

BUREAU OF ELECTIONS HELP DESK AGENT BUREAU OF ELECTIONS HELP DESK 

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

13. Work Location (City and Address)/Hours of Work

Richard H. Austin Building, 430 W. Allegan St. Lansing Ml 
48918 /Monday - Friday, 8:00 AM - 5:00 PM 

DONALD, YOLANDA; DEPARTMENTAL SUPERVISOR-2 

7. Name and Position Code Description of Second Level Supervisor

BELTON, MICHELLENA R; STATE ADMINISTRATIVE 
MANAGER-1 

14. General Summary of Function/Purpose of Position

This departmental technician primarily serves as a help desk customer service representative, providing procedural 
information about campaign finance, disclosure, notarial acts and election law to candidates, committees, election 
administrators, notary providers and to the general public. This incumbent will be responsible for tier 1 support and triage 
for inbound calls and communication to the Bureau of Elections to either resolve or route to the appropriate advanced level 
support. The incumbent provides additional support for bureau wide project activities and initiatives. Incumbent coordinates 
the staff that provides coverage for the Bureau of Elections front desk that support in person appointments or customer 
questions. 












