	
	
	1.  Position Number STASTADMD73N


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.
Name of Incumbent (Last, First, M.I.)



	8.
Department/Agency


TECH, MGMT AND BUDGET - MB

	3.
Employee Identification Number


	9.
Bureau (Institution, Board, or Commission)


State Budget Office

	4.
Civil Service Classification of Position

STATE ASSISTANT ADMINISTRATOR 15
	10.
Division


Office of Financial Management

	5.
Working Title of Position (What the Agency Titles the Position)

Division 2 Special Projects/GASB Liaison 
	11.
Section

Accounting and Financial Reporting Division 2

	6.
Name and Classification of Immediate Supervisor

BOYD, HEATHER A; SENIOR DEPUTY DIRECTOR
	12.
Unit




	7.
Name and Classification of Next Higher Level Supervisor

Kyle Guerrant, Senior Executive 21
	13.
Work Location (City and Address)/Hours of Work

Romney Building, 111 S. Capital Ave., Lansing, MI 48933 / Monday-Friday, 8am-5pm (Remote work available)

	14.
General Summary of Function/Purpose of Position

This position serves as the AFRD Division 2 assistant responsible for research, coordination, and oversight of special projects related to accounting and financial reporting matters such as revenues, expenditures, assets, liabilities, transfers, other financing sources (uses) at both the fund and government wide levels.  This includes research, identification and analysis of alternative solutions and recommended course of action. This position is responsible for acting as a liaison, or coordinating liaison activities, with State agencies, component units, SIGMA, and/or the Office of the Auditor General as applicable to complete special projects.  This position is also responsible for preparation and coordination for development of reports and queries to facilitate monitoring processes. This position also researches and works on the functional implementation of new and proposed GASB standards.  

	For Civil Service Use Only




	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
40
Research, coordinate and oversee special projects related to accounting and financial reporting matters as assigned.

	Individual tasks related to the duty.

· Complete special projects as requested, presenting clear description of issues, identification and analysis of alternative solutions and recommended course of action. 
· Act as a liaison with State agencies, or work with OFM accounting liaisons, to coordinate special project activities with State agencies, component units, SIGMA, and/or the Office of the Auditor General as applicable to complete special projects. 
· Provide oversight, guidance, and coordination on special projects related to implementation of new and existing accounting/financial reporting system changes.
· Oversee and coordinate analytical review processes and review of special accounting transaction populations to help identify possible errors in the financial statements.
· Prepare and coordinate development of reports and queries to facilitate monitoring processes.
· Provide oversight and assist in the preparation of the State of Michigan Annual Comprehensive Financial Report.
· Provide oversight, guidance, and coordination effort to revise internal procedures and improve efficiencies.

	Duty 2

General Summary of Duty 2
% of Time
40
Research and work on the implementation of new and proposed GASB standards.

	Individual tasks related to the duty.

· Review drafted and published GASB guidance to stay abreast of new developments and suggests plan of action to address. 
· Research complex accounting topics and provide recommendations.

· Help facilitate successful GASB implementations within AFRD and with the agencies.

· Answer auditor questions related to GASB implementations.


	Duty 3

General Summary of Duty 3
% of Time
10
Assists Senior Deputy Director with general office administration.

	Individual tasks related to the duty.

· Attend meetings representing the Senior Deputy Director or other OFM Office Directors.
· Respond to correspondence representing the Senior Deputy Director or other OFM Office Directors.
· Assist in developing training materials or presentations on accounting and financial reporting matters.


	Duty 4

General Summary of Duty 4
% of Time 
10
Perform related work as assigned.
Individual tasks related to the duty.

· Assist other OFM Directors as needed.
· Provide backup to managers during expected and unexpected absences to ensure AFRD needs are met during absences.
· Provide support to Director, assisting the team with inquiries and projects.
· Develop accounting and financial reports or policies as needed. 


	


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

Providing clarification of policies or procedures to Departments.  Responses to routine inquiries.

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

Any decision which creates a precedent or modifies the activities of another governmental unit

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

This position is within the confines of an office area and does not require any specific physical effort to perform the duties described above.

	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.

	

	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
Approve leave requests.
N
Review work.
N
Approve time and attendance.
N
Provide guidance on work methods.
N
Orally reprimand.
N
Train employees in the work.



	21.
Do you agree with the responses from the employee for items 1 through 18?  If not, which items do you disagree with and why.

Yes

	22.
What are the essential functions of this position?

This position will be assigned to special projects related to accounting and financial reporting oversight, transactions, reports, processes, rules, standards and best practices.  The position will provide coordination, oversight and recommendations on accounting liaison activities related to special projects and also research and work on the functional implementation of new and proposed GASB standards.



	23.
Indicate specifically how the job’s duties and responsibilities have changed since the position was last reviewed.



	24.
What is the function of the work area and how does this position fit into that function?

The Accounting and Financial Reporting Divisions of the Office of Financial Management are responsible for performing central accounting control activities, developing and issuing statewide accounting policies, advising state agencies on the application of generally accepted accounting principles and the use of the state accounting system, and monitoring compliance by agencies with state accounting policies.  This position will perform and provide oversight to special projects related to accounting and financial reporting within Division 2 and also research and work on the functional implementation of new and proposed GASB standards.


	25.
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 any major.

	EXPERIENCE:

State Assistant Administrator 15
Four years of professional experience, including two years equivalent to the experienced (P11) level or one year equivalent to the advanced (12) level. 

	KNOWLEDGE, SKILLS, AND ABILITIES:

· Knowledge of generally accepted accounting principles.
· Above average written and oral communication skills.
· Knowledge of the principles and techniques of administrative management, including organization, planning, staffing, training, budgeting, and reporting.
· Knowledge of fiscal planning and management.
· Knowledge of state government organization, functions, and processes.

	CERTIFICATES, LICENSES, REGISTRATIONS:

None

	NOTE:  Civil Service approval does not constitute agreement with or acceptance of the desired qualifications of this position.

	26.
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

	27.
Indicate any exceptions or additions to the statements of the employee(s) or supervisor.

None

	28.
I certify that the entries on these pages are accurate and complete.

	Appointing Authority’s Signature
	Date
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