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Position Code

1. STUDASTEA53N

	
	State of Michigan

Department of Civil Service

Capitol Commons Center, P.O. Box 30002

Lansing, MI 48909
	

	Federal privacy laws and/or state confidentiality requirements protect a portion of this information.
	POSITION DESCRIPTION
	


	This form is to be completed by the person that occupies the position being described and reviewed by the supervisor and appointing authority to ensure its accuracy.  It is important that each of the parties sign and date the form.  If the position is vacant, the supervisor and appointing authority should complete the form.

This form will serve as the official classification document of record for this position.  Please take the time to complete this form as accurately as you can since the information in this form is used to determine the proper classification of the position.  THE SUPERVISOR AND/OR APPOINTING AUTHORITY SHOULD COMPLETE THIS PAGE.

	
2.
Employee’s Name (Last, First, M.I.)


	
8.
Department/Agency

TECH, MGMT AND BUDGET - MB

	
3.
Employee Identification Number


	
9.
Bureau (Institution, Board, or Commission)

Office of Retirement Services

	
4.
Civil Service Classification of Position

STUDENT ASSISTANT-E
	
10.
Division

Customer Service

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

  Student Assistant
	
11.
Section

Customer Education

	
6.
Name and Classification of Direct Supervisor

GRIFFIS, RICHARD R; COMMUNICATIONS REP MGR-3
	
12.
Unit



	
7.
Name and Classification of Next Higher Level Supervisor

KOLP, ANDY; STATE OFFICE ADMINISTRATOR 17
	
13.
Work Location (City and Address)/Hours of Work

Stevens T. Mason Building, 530 W. Allegan St., Lansing, MI  48933   8 a.m. - 5 p.m. Monday-Friday (flexible hours, hybrid)

	
14.
General Summary of Function/Purpose of Position

The position provides graphic design and general communications support to the Customer Education business process in the Office of Retirement Services. Duties typically include support for publication, social media, web, intranet, and email lines of business. ORS administers retirement programs for Michigan's state employees, public school employees, judges, state police, and National Guard members. ORS serves over 550,000 customers, representing one of every fourteen Michigan adults. ORS customers live in approximately one of every nine Michigan households.


	For Civil Service Use Only




	
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    80

Provide support to the Customer Education team.  This can include a variety of communications to better educate our members and retirees.   This may also include Administrative tasks and support.

Individual tasks related to the duty.

Publications

· Designing electronic and print publications.

· Researching and making infographics.

· Creating logos and icons.

· Developing graphics.

· Editing images.

· Managing creative assets.

· Planning social media content.

· Track publication inventory

· Assist in organizing paper and electronic files



	Duty 2

General Summary of Duty 2
% of Time
  5


Provide support to Web and Compass (SharePoint intranet) lines of business.  

	Individual tasks related to the duty.

Web

· Recapture/resize images in the Reporting Instruction Manual (RIM) for size, resolution, etc. 

· Compile feedback into spreadsheet

Intranet

· Upload policies and procedures to ORS intranet site 

· Organize new employee photos, schedule studio times, edit for/add to employee directory

· Maintain and update Tech Tips

	Duty3

General Summary of Duty 3
% of Time
 5


Provide support to the Email and Survey lines of business. 

	Individual tasks related to the duty.

Surveys

· Maintain the purification of our mailing data, eliminating bad address/email/data

· Create simple data pivot tables from survey results

Email

· Update Reporting Unit contacts in GovDelivery 

· Use spreadsheet to track emails that go out to employers




	Duty 4

General Summary of Duty 4
% of Time
 5


Provide miscellaneous support to the Customer Education team, as needed.

	Individual tasks related to the duty.

Misc.

· Schedule weekly CE meetings

· Maintain CE staff phone list

· Provide backup support on Director’s Office phones

	

	



	
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.



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

Decisions with customer impact.  Changes in policy and procedures.

	
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.

This is a standard office environment using a computer most of the day.  You will be required to retrieve materials from the copier and facsimile equipment throughout the day.  Standing, stooping, walking, sitting, kneeling, bending are all required in order to successfully complete the tasks of this position.

	
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

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	
20.
My responsibility for the above-listed employees includes the following (check as many as apply):

 FORMCHECKBOX 

Complete and sign service ratings.
 FORMCHECKBOX 

Assign work.

 FORMCHECKBOX 

Provide formal written counseling.
 FORMCHECKBOX 

Approve work.

 FORMCHECKBOX 

Approve leave requests.
 FORMCHECKBOX 

Review work.

 FORMCHECKBOX 

Approve time and attendance.
 FORMCHECKBOX 

Provide guidance on work methods.

 FORMCHECKBOX 

Orally reprimand.
 FORMCHECKBOX 

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?

Yes

	
23.
What are the essential duties of this position?

Support activities of the Customer Education process of the Office of Retirement Services, primarily through graphic design assignments.

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

Updating to reflect increased graphic design responsibilities.

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

The student in this position will be multi-tasked. The duties assigned and performed vary depending on the seasonal workload fluctuation.  The student may also be asked to assist other processes in ORS.


NOTE:  Make a copy of this form for your records.

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

	EDUCATION:

High school diploma

	EXPERIENCE:

Experience using Adobe Creative Suite and standard software tools is helpful.

	KNOWLEDGE, SKILLS, AND ABILITIES:

Familiar with Adobe Creative Suite and Microsoft Office applications.  Ability to adapt to a fast-paced, constantly changing environment. Ability to work in a team setting and to meet strict deadlines based on business needs.

	CERTIFICATES, LICENSES, REGISTRATIONS:

None.

	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


Page 7

