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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

	
	MDHHS-COM HEALTH CENTRAL OFF

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

	
	

	4. Civil Service Position Code Description
	10. Division

	SECRETARY-A
	Office of Recipient Rights

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

	Management Assistant
	Education, Training, and Compliance

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

	WILSON, EDWARD; STATE ADMINISTRATIVE MANAGER-1
	

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

	POSTEMA, RAYMIE L; STATE OFFICE ADMINISTRATOR
	333 S. Grand Ave Lansing MI 48909 / Monday-Friday, 8:00 am – 4:30 pm




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		Position functions as the management assistant to the Director of Education, Training, and Compliance section. This position is responsible for the day-to-day coordination and functioning of the activities of the section and assists the director of the section in assuring the compliance of recipient rights protection systems of the department, community mental health programs and licensed private hospitals and training programs provided by the department. Establishes and produces a variety of documents and reports utilizing various tools such as PowerPoint, Word, Excel, etc.  Maintains filing and records of the section. Makes travel arrangements; prepares, compiles and maintains travel vouchers. Recommends action to be taken on Office expenditures such as equipment and supply needs. Cross trains with administrative staff in the Office to ensure all ORR tasks can be completed in a timely manner. 



	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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:
	50

	Provide secretarial support to the Director of the Education, Training, and Compliance section.

	Individual tasks related to the duty:
	
	

	· Compose, format, prepare, and edit correspondence and reports with some latitude as to content.
· Maintain filing and record management systems for the section. Locate and review files, documents, and other sources; and prepare summaries of content.
· Serve as liaison between management and staff by transmitting information, explaining appropriate work instructions, and following up on assignments.
· Assist with staff meeting agendas and updates. Make scheduling commitments for professional(s) or management staff for meetings, conferences and speeches and assembles related necessary materials.
· Read incoming correspondence and reports, screen and forward to management and staff.
· Update management on status of issues before scheduled meetings.
· Prepare minutes of meetings from notes and/or recordings.
· Assist with reviewing office operations and services and provide recommendations for improving efficiency and economy of operations; make recommendations regarding the purchase of office equipment.
· Assist in creating and revising forms; proposes procedures, formats, and standards for office correspondence.
· Review and evaluate documents to determine requirements are met for acceptance or approval.
· Assist with timekeeping.  
· Make travel arrangements; prepare, compile and maintain travel vouchers.
· Monitor and process invoices for payment.
· Independently maintain office website, initiating changes when needed.
· Oversee the work of office support staff in the section.
· Gather data for surveys or perform research on special subjects or projects.

	Duty 2

	General Summary:
	Percentage:
	45

	Assist the section director in carrying out the educational and compliance responsibilities of the section.

	Individual tasks related to the duty:
	
	

	· Work with facilitators, vendors, speakers, and other stakeholders in the planning, development, and implementation of the annual recipient rights conference.
· Serve as member of conference steering committee and prepares minutes of committee proceedings. 
· Coordinate scheduling of section training.
· Manage registration, attendance records, and distribution of trainee certificates for training provided by the section.
· Order all printed training materials and purchase of necessary training supplies.
· Assist in the preparation and distribution of recipient rights system assessment correspondence to stakeholders as required.

	Duty 3

	General Summary:
	Percentage:
	5

	Other duties as assigned.  

	Individual tasks related to the duty:
	
	

	









	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

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




	
	

		Order supplies and materials for the section.
Receive incoming inquiries and correspondence from stakeholders regarding operations of the office/section and respond appropriately to questions and requests.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		Approval of assignments to ORR staff and high priority inquiries and referrals.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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.




	
	

		Standing, walking, driving, packaging and transporting cumbersome document files. No adverse environmental conditions encountered routinely.  Position does require a travel, which may involve adverse weather conditions and overnight stays.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			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?




	
	

	
		Provide and complete administrative support tasks that may be confidential and sensitive including HR related activities and timekeeping; maintain all section records and public office webpage; coordinate the effective functioning of section training activities and assist the director of the section in assuring the compliance of recipient rights protection systems.  






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		This Office is responsible for providing rights protection as established in 1974 PA 258 as amended. This position provides secretarial support and is essential in the coordination and implementation of the functions of the Education, Training, and Compliance section with assuring consistent and coordinated recipient rights protection to consumers of all CMHSPs, licensed hospitals, state hospitals/centers, and other mental health service providers.






	

	
	
	
	
	
	
	
	
	
	
	

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



	

	
	
	
	
	
	
	

		EDUCATION:



	
	
	
	
	

	
	
	
	
	
	
	

		Education typically acquired through completion of high school.





	
	
	
	
	
	
	

		EXPERIENCE:



	
	
	
	
	

	
	
	
	
	
	
	

		Secretary 9
Four years of office experience involving administrative support practices, including one year equivalent to advanced 8-level administrative support work, or equivalent to a Secretary E8, or Legal Secretary E8.

OR

Four years of office experience involving administrative support practices, including two years equivalent to experienced E7-level administrative support work, or equivalent to a Secretary 7, or Legal Secretary 7.
Preferred experience in training, seminar and conference event planning.




	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		As listed on the Civil Service job specification. In addition: 
Knowledge of correct English usage, spelling and punctuation, knowledge of file organization and maintenance, ability to type.
The MDHHS mission is to provide opportunities, services, and programs that promote a healthy, safe, and stable environment for residents to be self-sufficient. We are committed to ensuring a diverse workforce and a work environment whereby all employees are treated with dignity, respect and fairness.




	
	
	
	
	
	
	

		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.



	

	
	
	
	
	

	
		



	
		1/12/2026



	

	
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



