State of Michigan Civil Service CommissionPosition Code

1. SEMA2B86N

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.)
	8. Department/Agency

MDHHS-COM HEALTH CENTRAL OFF

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

BUREAU OF GRANTS AND PURCHASING

	4. Civil Service Position Code Description

SENIOR EXEC MGT ASST-2
	10. Division

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

Senior Executive Management Assistant
	11. Section

	6. Name and Position Code Description of Direct Supervisor

SMITH, TERRI; SENIOR MANAGEMENT EXECUTIVE
	12. Unit

	7. Name and Position Code Description of Second Level Supervisor

EPKEY, AMY; SENIOR DEPUTY DIRECTOR
	13. Work Location (City and Address)/Hours of Work

235 S. Grand Ave., Lansing MI 48933

	14. General Summary of Function/Purpose of Position
Serves as a primary administrative and management support resource to the Director of the Bureau of Grants and Purchasing. Provides a full range of complex, confidential, and time-sensitive administrative and executive support functions to support leadership decision-making and the effective operation of the Bureau. Participates in and supports other administrative functions, including coordination of meetings, events, and internal communications.



	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:	60

Provides executive and management-level administrative support services. Duties require the exercise of independent judgment based on an understanding of priorities, Bureau and departmental issues, and MDHHS programs, policies, and procedures.
Individual tasks related to the duty:

· Reviews, screens, prioritizes, and coordinates incoming correspondence, reports, and requests for assigned leadership; determines appropriate action, prepares responses when appropriate, refers items to staff, and tracks matters to resolution, keeping leadership informed as needed.
· Serves as liaison between assigned leadership, management staff, MDHHS personnel, and external entities.
· Assists in the development, revision, and maintenance of office procedures and administrative policies.
· Drafts, edits, formats, and proofreads correspondence, memoranda, and administrative or program-related documents, including materials prepared for legislative or external distribution when applicable.
· Compiles and prepares reports, statistical data, and records in support of operations and leadership requests.
· Handles and safeguards confidential and sensitive information in accordance with departmental and state requirements.
· Maintains filing, records management, and document control systems to support consistent administrative operations.
· Provides administrative coordination on behalf of assigned leadership by transmitting direction to staff, supporting priority assignments, and promoting consistency in application.
· Coordinates office operations and resources as well as ordering office supplies.
· Freedom of Information Act (FOIA) coordinator.


	Duty 2
General Summary:	Percentage:	25

Serves as a resource and administrative coordinator for projects and initiatives. Coordinates time-tracking processes, including entry oversight, approval routing, and audit support, in accordance with departmental requirements.
Individual tasks related to the duty:

· Uses computer systems and software to produce reports, documents, charts, and other materials in final form.
· Prepares meeting agendas and coordinates the collection and organization of supporting materials for assigned meetings and initiatives.
· Provides assistance and guidance to staff in assigned areas regarding time-tracking entries and corrections.
· Reviews and coordinates time-tracking submissions across internal and state systems for completeness, accuracy, and compliance; makes or facilitates corrections as appropriate.
· Conducts post-approval reviews and audits of time-tracking records in accordance with departmental requirements.

Duty 3
General Summary:	Percentage:	15

Other duties as assigned.
Individual tasks related to the duty:

· Performs additional administrative and executive support functions as assigned to support operational needs, continuity of operations, and administration-wide priorities.




17. Describe the types of decisions that require the supervisor's review.
Decisions that require deviation from established policies and procedures.
16. Describe the types of decisions made independently in this position and tell who or what is affected by those decisions.
The position independently evaluates and prioritizes requests, correspondence, and inquiries to determine whether leadership engagement is required and how matters should be routed and addressed. The employee determines sensitivity, confidentiality, urgency, and appropriate handling of information; establishes priorities and deadlines; and assigns or delegates work to appropriate staff as needed.
The employee independently identifies and obtains information necessary to complete assignments and exercises sound judgment on an ongoing basis. These decisions affect leadership time and engagement, staff workload and work sequencing, timeliness and quality of services provided to internal and external stakeholders, and the protection of confidential and sensitive information.


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.

Work is performed in a normal office setting requiring minimal physical effort or exertion. Extensive use of a computer
and use of a variety of office equipment is required.


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


Train employees in the work.
Provide guidance on work methods.
N
N
Approve time and attendance.

Orally reprimand.
Review work.
Approve leave requests.
Approve work.
Provide formal written counseling.
Assign work.
N
N N
Complete and sign service ratings.
N N N N
N
20. This position's responsibilities for the above-listed employees includes the following (check as many as apply):


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?

This position provides administrative and executive support for the Director of the Bureau of Grants and Purchasing. 


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

PD update. The position is being updated to reflect updated duties.


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

The Bureau of Grants and Purchasing (BGP) is responsible for the procurement of goods and services to maintain agency operations, procuring services utilized to serve clients, processing grant agreements to allocate funding, administering the procurement card program, and providing data analytics and reporting to support bureau operations. BGP is responsible for the processing of thousands of contracts and grants each year. Currently, there are 46 employees that administer over 10,000 active agreements with a total value of approximately $90 Billion.

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:

Senior Executive Management Assistant 11
Six years of office experience involving administrative support practices, including three years equivalent to an advanced, 8- level, administrative support worker, Secretary E8, or Legal Secretary E8; two years equivalent to a Secretary 9, Legal Secretary 9, or Senior Executive Management Assistant 9; or, one year equivalent to the Division Head Legal Secretary 10 or Executive Secretary E10.
KNOWLEDGE, SKILLS, AND ABILITIES:


As listed on the Civil Service job specification. In addition:


Knowledge of state government. Proficient with technology sources and software programs. Ability to maintain a high level of confidentiality and ability to exercise diplomacy, discretion, and judgment in representing the Bureau Director and Agency. Must also possess excellent verbal and written communication skills and have knowledge of secretarial practices.

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.

None


Date
Employee
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.
Appointing Authority	Date

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

