	
	
		1.	Position Code
ITSASTA06N

	
	State of Michigan
Civil Service Commission
Capitol Commons Center, P.O. Box 30002
Lansing, MI 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.I.)
Vacant
		8.	Department/Agency
Technology, Management & Budget

		3.	Employee Identification Number
Vacant
		9.	Bureau (Institution, Board, or Commission)
Center for Shared Solutions

		4.	Civil Service Classification of Position
IT Student Assistant
		10.	Division
Enterprise Portfolio Management Office (EPMO)


		5.	Working Title of Position (What the agency titles the position)
IT Student Assistant

		11.	Section
Enterprise Project Management (PMO)

		6.	Name and Classification of Direct Supervisor
VACANT, Information Technology Manager 14
		12.	Unit
PMO3 supporting the Department of Health and Human Services (DHHS)


		7.	Name and Classification of Next Higher Level Supervisor
Richard Lott, State Administrative Manager 15
		13.	Work Location (City and Address)/Hours of Work
GRAND TOWER, 235 S. GRAND AVE., LANSING 
MONDAY – FRIDAY 8:00 – 5:00 P.M. (HYBRID) 


		14.	General Summary of Function/Purpose of Position

This position functions as an IT student who will be assigned to work with and assist various Information Technology Project Coordinators and Managers in a wide range of professional assignments that span the entire information technology project environment.  

The IT Student will acquire knowledge and skills to allow him/her to provide design, development, testing, maintenance and oversight of project schedules that are logical and resource driven to support project management and portfolio management activities. The IT student position will assist project managers in the creation and maintenance of project information utilizing the State of Michigan Project and Portfolio Management (PPM) tool.  This includes assisting PPM tool users with tool related issues, including problem analysis and resolution.  

This IT student position will also include assisting project managers in the management and tracking of projects, including project schedule management, issue management, change management, risk management, and project reporting.  


		15.	Please describe your assigned duties, percent of time spent performing each duty, and explain what is done to complete each duty.	List your duties in the order of importance, 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	 65%  

As an IT student assistant, they will be taught to serve as a project assistant and perform entry level PM functions which include design, development, testing, and maintenance of project and portfolio reports under the immediate supervision of the Project Office Management (PMO) Director or Project Manager.


	Individual tasks related to the duty.
· Assist the Project Manager in arranging and facilitating meetings with clients to evaluate reporting needs and gather business requirements.
· Learn and understand the client's business process. 
· Learn to use appropriate development tools to develop and maintain specified reports as required, using various technologies.
· Assist project manager in troubleshooting and reporting problems when production errors occur.  Learn to use software debugging tools to isolate problems.
· Learn to document new reports, changes to reports, and maintain documentation.  


	Duty 2
General Summary of Duty 2	% of Time	   25%	

As a student assistant, under the immediate supervision of the PMO Manager or PMO staff, assists with quality assurance activities and creates project documentation using MS Office (Word, Excel, and PowerPoint), while learning basic principles and procedures of PM methodologies and updating SharePoint websites.


	Individual tasks related to the duty.
· Assist the Project Manager in creating Project Charters and Project Planning documentation. 
· Assist with defining tasks to create a project schedule. 
· Assist project managers in the development and maintenance of project deliverables. 
· Assist project managers in maintaining project information in the PPM tool. 
· Assist project managers in the development and distribution of project status reports. 
· Assist with project status reporting. 
· Assists with structured walkthroughs on SUITE documentation. 
· Assists with stage exit reviews. 
· Assist project managers in the development of project metrics.
· Prepare for project status meetings and document meeting minutes from the meetings. 


	Duty 3
General Summary of Duty 3	% of Time	   10%
Other duties as assigned by manager


	Individual tasks related to the duty:
· Schedule meetings, prepare agendas, and take meeting notes 
· Assist with administrative tasks related to meetings and presentations
· Research staff questions and provide information
· Prepare presentation materials for management.
· Other duties as Assigned.


	[bookmark: AddPage]
	16.	Describe the types of decisions you make independently in your position and tell who and/or what is affected by those decisions.  Use additional sheets, if necessary.

As experience grows, independent decisions will be made regarding tasks such as scheduling meetings and determining the best methods of maintaining and tracking information.  Day-to-day duties that do not affect work outside of the PMO serving DTMB and the client agency.


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

· Regular project updates in various project management tools.
· Day-to-day project management tool administration (back-up).
· Matters that affect the budget.
· Modifications to project management tools, methodologies, or processes.
· When decision results in a business process change.
· When a decision impacts DTMB or agency goals or priorities


		18.	What kind of physical effort do you use in your position?  What environmental conditions are you physically exposed to in your position?  Indicate the amount of time and intensity of each activity and condition.  Refer to instructions on page 2.

· Work is performed in a business office setting. 
· Typical office environment. 
· Requires extensive use of a personal computer and keyboard. 
· Involves occasional equipment set up for system demonstration and training.





		19.	List the names and classification titles of classified employees whom you immediately supervise or oversee 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

	NONE
	
	
	

	
	
	
	

	
	
	
	

		20.	My responsibility 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.

		21.	I certify that the above answers are my own and are accurate and complete.

 		 		
	Signature			Date




	
TO BE COMPLETED BY DIRECT SUPERVISOR
	22.	Do you agree with the responses from the employee for Items 1 through 20?  If not, which items do you disagree with and why?
N/A

		23.	What are the essential duties of this position?

This position serves as a project assistant for IT projects in the DTMB Customer Services portfolio. This position must also provide updates for projects in the DTMB project management tracking tool using project planning, resource management, financial management, analysis, monitoring and tracking capabilities.  Conducting research and evaluation, assessment of needs through workshops and meetings and assisting in information gathering, budget analysis, and project execution is also required.

Critical Job Role: Project Administration
Competencies: Communication, Planning and Organizing, Contributing to Team Success, Building Trust, Technical/Professional Knowledge.


		24.	Indicate specifically how the position’s duties and responsibilities have changed since the position was last reviewed.
N/A


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

The Program Management Office (PMO) supports and serves client agencies regarding project management, project management tools and methods, project management training, project planning, project reviews, and portfolio reporting. This position serves as a project assistant and coordinator supporting the AG and LEO IT Portfolios.


		26.	In your opinion, what are the minimum education and experience qualifications needed to perform the essential functions of this position?


	EDUCATION:
Current enrollment in a post-secondary educational institution, preferably an IT related field of study

	EXPERIENCE:
General office experience, experience with the entire Microsoft Office suite—specifically Outlook, Word, Excel, PowerPoint, and SharePoint, and customer service experience


	KNOWLEDGE, SKILLS, AND ABILITIES:
· Ability to prepare detailed written instructions and documentation. 
· Effective oral and writing skills. 
· Time management skills. 
· Ability to work effectively with a wide variety of people.


	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.

		27.	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

		28.	Indicate any exceptions or additions to the statements of the employee(s) or supervisor.



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

 		 		
	Appointing Authority’s Signature			Date
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