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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

	
	LEO-LABOR AND ECON OPPORTUNITY

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

	
	Bureau of Employment Relations (BER)

	4. Civil Service Position Code Description
	10. Division

	State Bureau Administrator 18
	

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

	Director, Bureau of Employment Relations
	

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

	EGAN, SEAN M; SENIOR DEPUTY DIRECTOR
	

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

	SMITH, JONATHAN; SENIOR CHIEF DEPUTY DIRECTOR
	3026 W. Grand Blvd., Ste. 2-750, Detroit, MI 48202 / Monday-Friday 8:00AM-5:00PM




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		This position is responsible for the Administration of the Bureau of Employment Relations, including the administration of the Labor Relations Section and providing executive leadership to its two divisions, the Mediation Division and the Wage and Hour Division.  This position ensures adherence to the agency’s Statutes, Rules, Policies and Procedures and that each division’s activities are conducted in accordance with applicable laws, rules and protocols.  In addition, this position serves as advisor to the Employment Relations Commission and ensures fulfillment of the mission and goals of the Bureau through new, continued and enhanced initiatives.



	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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:
	25

	Provides executive leadership to the Mediation Division and Wage & Hour Division programs and initiatives.

	Individual tasks related to the duty:
	
	

	· Provide executive direction and guidance to the Mediation and WHD Administrators to ensure proper administration of the statutes, rules, policies and procedures that apply to the Wage and Hour Division.
· Consult with Mediation and WHD Administrators, as necessary, relative to complex legal and non-legal matters, issues that may result in media interest, issues that may impact the Department or other State agencies and involving high-level personnel issues.
· Supervise the Mediation and WHD Administrators to ensure continuing advancement of agency programs and processes that support the goals and objectives of the agency, Department, and the applicable statutes.
· Assist in the development of new Programs, processes and initiatives that will promote and enhance the efficiency and effectiveness of the agency’s services to workers and employers involved in agency cases. Supervise direct reports including mediation supervisor and other BER staff. 

	Duty 2

	General Summary:
	Percentage:
	40

	Administer and direct the activities of the Labor Relations Section, including management of direct reports, as well as development and oversight of all programs, budgets, rules, regulations and initiatives. 
Ensure the Bureau is responsive to party representatives, stakeholders, and constituents.
Ensure agency processes are efficient and effective in meeting the goals and objectives of the Bureau’s statutory mandates.  

	Individual tasks related to the duty:
	
	

	· Review, approve and administer the Bureau’s annual budget and monitor expenditure.
· Provide oversight in the design and implementation of training programs for panel members, internal staff, agency customers and the general public.
· Recruit new staff and implement professional standards and protocols.   
· Conduct regular staff meetings to educate, train, and develop competent staff. 
· Ensure agency adherence to State labor relations laws and regulations.
· Maintain oversight of agency’s computerized systems, commission case search engines, website content and other publications.
· Prepare fair and objective performance evaluation in a timely manner. 
· Advise LEO leadership of significant issues related to Bureau and Commission.
· Participate in collaborative meetings of the LEO- Labor agencies led by the LEO Deputy Director.    
· Advance and promote the Bureau’s mission and goals by expanding the agency’s customer service focus and assuring that covered employers, unions and working people are aware of BER services and laws.
· Advise staff in the resolution of sensitive, complex or precedent-setting cases and situations.

	Duty 3

	General Summary:
	Percentage:
	30

	Provide legal leadership including input and recommendations to the three Commissioners and BER staff on pending case disputes, MERC precedent, and existing legal authority.

	Individual tasks related to the duty:
	
	

	· Advise and consult with the members of the Michigan Employment Relations Commission on pending unfair labor practice and representation cases and the underlying legal and procedural issues before the Commission.
· Review and, if necessary, administratively dismiss filings following applicable administrative rules or issues outside of the agency’s jurisdiction.
· As appropriate, conduct preliminary conferences or other matters pursuant to Commission regulations and rules.
· Review and edit draft Commission decisions prior to final approval and issuance to case parties and constituents.
· Resolve legal and procedural issues in representation case processing and in elections.
· Issue administrative rulings and decisions pursuant to MERC Rules, Legal Authority and the Administrative Procedures Act.
· Determine eligibility for Act 312 Arbitration and/or for Fact Finding filings to proceed in accordance with applicable statutes and rules, and dismiss petitions, when appropriate.
· Oversee the administration of all phases of the agency’s Act 312 and Fact-Finding processes, including the application and removal processes of panel members.
· Collaborate with the attorney general’s office on cases and other matters involving the Commission or Bureau, as appropriate
· Provide input and recommendations, where appropriate to panel members, parties, attorneys, and others at any point from the filing of the petition to issuance of the disposition or decision.
· Provide oversight and approval in the design, content and delivery options of agency offered training and outreach programs
· Review and provide input and recommendations regarding new and proposed legislation and rules.
· Assist with preparation of legislative analysis and other submissions to LEO policy office on issues affecting the Bureau and/or the Commission, as well as those impacting the department or other agencies. 
· Inform LEO leadership on labor law and MERC-related issues as needed.
· Respond to inquiries from party representatives, attorneys, legislators and legislative staff, LEO staff or persons at other state agencies, federal agencies, and other dispute resolution agencies. 
· Prepare and coordinate commission monthly public meetings including meeting agendas, reports and other materials, etc.
· Presenter or facilitator at seminars, conferences and meetings and promote the customer service mission of the agency.
· Coordinate with federal agencies including NLRB and FMCS on jurisdictional and other issues.
· Maintain knowledge of relevant state and federal laws and court decisions impacting the Bureau and/or Commission.

	Duty 4

	General Summary:
	Percentage:
	5

	Other related duties as assigned.

	Individual tasks related to the duty:
	
	

	· Other related duties as assigned  









	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

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




	
	

		Decisions regarding the management/supervision and direction of the day-to-day function of the bureau, and its staff.  Decisions and all legal issues that may be resolved at the Bureau director’s level.  Conclusion on legal issues/advice provided to the Commission or an assigned ALJ based on research conducted by staff or advice obtained from the Attorney General.
Decisions made by the Bureau Director may have far reaching impact.  The parties to the affected labor dispute will be vitally and significantly impacted.   The labor relations community (employers, employees, and their labor unions) will be affected.  Michigan residents and especially Michigan employers and employees will be impacted by decisions of both BER/MERC and BER/Wage and Hour.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		Decisions involving sensitive or high-level issues impacting the department, including those on issues of high visibility and/or those that may have a potentially negative impact on the department or bureau and/or may come to the department for resolution.  Major or novel legal and/or policy issues, especially those concerning high profile or highly visible cases.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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.




	
	

		Most work is performed in the Detroit Bureau office. Travel and long hours periodically required; confrontational and contentious situations in labor disputes and wage & hour administration are encountered at times. 






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			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.




	
	
	

		

		NAME
	CLASS TITLE
	NAME
	CLASS TITLE

	NIEDZINSKI, ANDREW G
	STATE DIVISION ADMINISTRATOR 17
	SCARLET, ALEC
	DEPARTMENTAL ANALYST-E P11

	STEWART, DEBORAH A
	SENIOR EXEC MGT ASST-2 11
	VACANT
	STATE DIVISION ADMINISTRATOR 

	WEXEL, CARL J
	ADMIN LAW SPECIALIST-E P15
	HINNEBURG, DENISE A
	DEPARTMENTAL SPECIALIST-3 14

	RAHRIG, ASHLEY M
	DEPARTMENTAL ANALYST-E P11
	ALLISON, SHARON L
	LEGAL SECRETARY-A 9

	VACANT
	ADMINISTRATIVE LAW EXAMINER-A 
	POINTER, ERIC D
	GENERAL OFFICE ASSISTANT-E E7

	SANCRICCA, DANIEL N
	GENERAL OFFICE ASSISTANT-E 5
	VACANT
	ADMIN LAW SPECIALIST-E

	VACANT
	STUDENT ASSISTANT-E
	
	

	
	
	
	







	
	
	

		Additional Subordinates



	

	
	
	

	
		



	



	

	
	
	
	
	
	
	
	
	
	
	

	
			20. This position's responsibilities for the above-listed employees includes the following (check as many as apply):




	
	
	
	
	
	
	
	
	

	
		Y



	
		Complete and sign service ratings.



	
		Y



	
		Assign work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
		Y



	
		Provide formal written counseling.



	
		Y



	
		Approve work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
		Y



	
	
	

	
		Y



	
		Approve leave requests.



	
	
	
		Review work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
		Y



	
		Approve time and attendance.



	
		Y



	
		Provide guidance on work methods.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
		Y



	
		Orally reprimand.



	
		Y



	
		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?




	
	

	
		· Administer and direct the work of the Bureau of Employment Relations, including its labor relations section and two divisions, the mediation division and wage and hour division.
· Ensure adherence to the agency’s Statutes, Rules, Policies and Procedures.
· Ensure that agency’s day-to-day activities are in accord with applicable laws.
· Serve as legal advisor to the Employment Relations Commission. 
· Ensure fulfillment of the mission, goals and objectives of all divisions of the Bureau.






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		This is technically a reclassification of SENMGEXCB50N (SME 19) to SBA 18. The position no longer functions as a member of the department’s top policy advisory staff, committee, or council.







	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		The Bureau of Employment Relations currently includes three areas – labor relations, mediation and wage & hour. The function of the bureau is the prompt resolution of labor disputes  filed under PERA, LMA,, Act 312;  promotion of harmonious and stable labor relations throughout the State;  and resolution of disputes concerning the various laws administered by the Wage Hour Division (e.g., wage, overtime and fringe benefits payments, ESTA benefits, YESA, Prevailing Wage Act etc). The Bureau Director is responsible for ensuring fulfillment of the mission and goals of the Bureau.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			26. 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.
Juris Doctor degree from an accredited law school is preferred.






	
	
	
	
	
	
	

		EXPERIENCE:



	
	
	
	
	

	
	
	
	
	
	
	

		State Bureau Administrator 18
Two years of professional managerial experience.

Alternate Education and Experience

State Bureau Administrator 18
Education level typically acquired through completion of high school and three years of safety and regulatory or law enforcement supervisory experience at the 14 level; or, two years of safety and regulatory or law enforcement supervisory experience at the 15 level, may be substituted for the education and experience requirements.




	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		· Knowledge aspects of Bureau activities including, elections, Act 312, Fact Finding, mediation, collective bargaining, ULPs, proceedings, appellate work. 
· Knowledge of the statutes administered by MERC and the agency’s policies and procedures.
· Superior writing and public speaking skills.
· Ability to facilitate and further develop positive working relationship with all staff and with all labor relations community and to plan, recruit and select a diverse and skilled work force.
· Previous professional, managerial experience and the ability to manage a diverse staff.
· Ability to be a fast learner and successful leader unafraid to make decisions and implement the necessary action(s), even under difficult and contentious situations. 
· Continuous visionary always seeking to develop and implement creative and innovative solutions to ensure the best service delivery and outcomes in all divisions of the Bureau.




	
	
	
	
	
	
	

		CERTIFICATES, LICENSES, REGISTRATIONS:



	
	
	

	
	
	
	
	
	
	

		Membership in good standing in the Michigan State Bar is preferred. 




	
	
	
	
	
	
	

	
		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.



	

	
	
	

	
		None



	

	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
		
	
	
	
	

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



	

	
	
	
	
	

	
		



	
		



	

	
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



