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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

	
	AGRICULTURE AND RURAL DVLPMNT

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

	
	

	4. Civil Service Position Code Description
	10. Division

	COMMUNICATIONS REP-E
	Executive Office

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

	Social Media & Graphic Design Coordinator
	Office of Communications

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

	MUKOMEL, LYNSEY; COMMUNICATIONS DIRECTOR A
	

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

	ANGERER, KATHLEEN; CHIEF DEPUTY DIRECTOR A
	Lansing, Stabenow Hall with some remote work available / Typically 8:00 AM to 5:00 PM, varies




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		This position assists with various social media and graphic design communications for the Michigan Department of Agriculture and Rural Development (MDARD).  This position will work with the MDARD Communications team, Governor’s Communications office, the State of Michigan Social Media Director, other state agencies, MDARD staff, stakeholders, and consumers. Position supports strategic social media plan to help achieve the department’s key goals.




	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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:
	50

	Assist in developing, running and monitoring social media channels for MDARD. 

	Individual tasks related to the duty:
	
	

	· Assist in developing, running and monitoring MDARD's social platforms, Facebook, Instagram, X, and LinkedIn accounts, posting content including reels and engaging followers in conversation. Work closely with MDARD's Communications Representatives for content development.
· Work closely with the MDARD Office of Communications leadership and department subject matter experts to ensure messaging is accurate, appropriate and consistent, especially on sensitive or emerging issues.
· Design graphics, craft content, reels, livestream for MDARD social media content.
· Serve as MDARD liaison for State of Michigan Social Media Governance Board.

	Duty 2

	General Summary:
	Percentage:
	40

	Design of MDARD publications.

	Individual tasks related to the duty:
	
	

	· Design a variety of communications materials for department including, but not limited to brochures, banners, signage, flyers, presentations, and marketing materials.
· Provide digital materials for campaigns such as websites, social media, and digital newsletters.
· Work closely with the communications staff, division communications liaisons and bureaus to help identify needs, target audience, platform and ideal method of distribution for materials to achieve communication goals.

	Duty 3

	General Summary:
	Percentage:
	10

	Miscellaneous tasks as assigned by the Executive Director of Communications or Deputy Director of Communications.

	Individual tasks related to the duty:
	
	

	· Work collaboratively with communications team to provide social marketing counsel to all bureaus within MDARD.
· Assist in developing strategic communication plans which support MDARD’s mission, goals and priorities.
· Monitor outside social media channels and web content that relates to MDARD’s work, report any emerging or hot-button issues to the Communications Director or his/her designee.









	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

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




	
	

		Significant discretion to make decisions affecting public perceptions of the agency and its programs. In such instance, the incumbent assumes full responsibility for such decisions and potential outcomes. If the decision has greater potential impacts, the supervisor is informed. Decisions which can be made independently include those based on existing policy or precedent, professional knowledge relative to historical circumstances or which are not of a sensitive or controversial nature.







	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		Sensitive or controversial issues, or situations not covered by existing policies or guidelines which could set a precedent.
Some final work products must have the Executive Director of Communications and/or Division Director and/or Executive Office review/approval.  Overall guidance provided on communications from supervisor, Department Chief Deputy Director or Department Director. 







	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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.




	
	

		Normal office conditions - Standing, stooping, crouching, reaching, bending, walking, driving.  Mostly office-based work.  Sitting at computer for extended periods of time.  May involve some travel and overnight stays. Additionally, the possibility of handling emergency communications is ever present.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			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



	

	
	
	

	
		



	

	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
			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



	
	
	

	
		N



	
		Approve leave requests.



	
	
	
		Review work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
		N



	
		Approve time and attendance.



	
		N



	
		Provide guidance on work methods.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
		N



	
		Orally reprimand.



	
		N



	
		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?




	
	

	
		The social media coordinator plans, creates, and coordinates content to be posted on MDARD social media channels. This position is responsible for graphic design including developing publication for a diverse target audience range as well as for a variety of media outlets and platforms. 






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		 Downgrade for training purposes.






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		Coordinate communication efforts and design publications through social media platforms for various divisions for the Michigan Department of Agriculture and Rural Development in cooperation with the department’s Executive Director of Communications and Deputy Director of Communications.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			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 English, journalism, communications, broadcasting, telecommunications, advertising, communication arts, marketing, public relations, or a related field.





	
	
	
	
	
	
	

		EXPERIENCE:



	
	
	
	
	

	
	
	
	
	
	
	

		
Communications Representative 9
No specific type or amount is required.
Communications Representative 10
One year of professional experience in preparing and disseminating informational and promotional 
materials equivalent to a Communications Representative 9.
Communications Representative P11
Two years of professional experience in preparing and disseminating informational and promotional 
materials equivalent to a Communications Representative, including one year equivalent to a 
Communications Representative 10.




	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		Strong written and verbal communication skills
Ability to write for a variety of media: social, web, video, print
Ability to organize and time management skills
Thorough understanding of social media best practices 
Marketing, public relations, or journalism
Thorough knowledge of publication and design development 
Advanced professional use of graphic design applications
Advanced professional use of social media platforms including Facebook, Twitter, Instagram, and Instagram
Experience with social media tools and reporting metrics
Knowledge of food and agriculture industry MDARD programs
Proficiency in Adobe InDesign, Illustrator, and Photoshop required
Basic photo editing skills using Photoshop




	
	
	
	
	
	
	

		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.



	

	
		Lynsey Mukomel-Wilson



	
		11/3/2025



	

	
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



