


	

	
	1. [bookmark: StartPosCode]Position Code


	
	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 this form 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

	
	Licensing and Regulatory Affairs

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

	
	Construction Codes

		4.Civil Service Position Code Description

	10.	Division

	Departmental Analyst-E
	Specialty Trades

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

	11.	Section

	Specialty Trades Analyst
	Specialty Trades

		6.Name and Position Code Description of Direct Supervisor

	12.	Unit


	Wagner, Katie; State Administrative Manager 15
	

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

	Lambert, Keith, State Bureau Administrator 18
	611 W Ottawa St, Lansing, MI 48933
8:00am-5:00pm Monday-Friday

		14.	General Summary of Function/Purpose of Position

	This position will work with the section manager in the Specialty Trades Section with duties Skilled Trades Regulation Act, 2016 PA 407, the Elevator Licensing Act, 1976 PA 333, the Elevator Safety Board Act, 1967 PA 227, the Ski Area Safety Act, 1962 PA 199, and the Carnival – Amusement Safety Act of 1966, 1966 PA 225, as well as the associated administrative rules.  Review and analyze safety tests, correction orders, and routine violations in order to determine compliance in accordance with statute, rules and department policy provisions.  Reviews, analyzes, monitors and tracks Ski/Amusement, Boiler, and elevator inspector levels, workloads, and area assignments; schedules overtime and special inspections; and assists in the adoption of new laws, rules and standards. Prepare and update procedures and forms in accordance with statutes and rules to be used by staff in inspecting ski/amusement, boilers, and elevators; answer code questions; provide backup for the review of ski/amusement, boiler, and elevator permits, and development of various licensing examinations.

		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: 40
Review and monitor routine inspections, workloads, area assignments, and tracking of backlogs.  Schedule overtime and special inspections.


	Individual tasks related to the duty.
· Review and analyze ski/amusement, boiler, and elevator inspector workloads and recommend area assignment changes to the appropriate division manager, when necessary. 
· Review and analyze number and type of inspections being completed per inspector, miles driven, correction orders issued, etc. 
· Develop reports listing this type of information. Analyze the information and make efficiency recommendations to division managers. 
· Review overdue inspection reports and determine need for additional help. 
· Make recommendations to division managers for catching up on backlogs. 
· Review inspector daily activity reports, correction orders, and required paperwork, identify and correct any issues or problems. 
· Research, coordinate and process all overtime requests and “special inspections.” 
· Monitor budget and recommend necessary fee changes to ensure sufficient revenue to support division responsibilities.
· Keep monthly statistics on ski/amusement, boiler, and elevators, i.e. devices inspected, permits inspected, and correction orders issued.


	Duty 2
General Summary:	Percentage: 25
Review safety tests, correction orders and accident reports.


	Individual tasks related to the duty.
· Review and verify safety test report results submitted by the elevator company are within appropriate range.  If test report is not within appropriate range, provide division manager with report of findings. 
· If test report not approved, draft letter for the manager's review and approval to the elevator contractor providing the reason and the law or code not in compliance. 
· Review and follow-up ski/amusement, boiler, and elevator correction orders or violations that have not been fully complied or do not substantiate all corrections have been made.  If needed, request additional information from the contractor or the owner/user.  Verify all corrections have been made and meet code requirements before making recommendations to division managers for approval. 
· If correction order or violation cannot be complied, draft letter for division manager's review and approval to the contractor or owner providing the reason and the law or code not in compliance.
· Review accident reports and provide division manager with recommendation for follow-up when needed.





	
Duty 3
General Summary:	Percentage: 10
Processing, review and analysis of ski/amusement and elevator laws, rules, and standards.


	Individual tasks related to the duty.
· Processing of ski/amusement, boiler, and elevator rules in accordance with Administrative Procedures Act. 
· Formulate a basic outline for any code changes, prepare code matrix for committee review. 
· Research existing and proposed ski/amusement, boiler, and elevator laws, rules and standards. 
· Make recommendations to division managers on required changes. 
· Attend code committee meetings and public hearings on proposed rules. 
· Provide division manager with draft responses to public hearing comments and questions.
· Identify and keep track of required or needed code changes and corrections for the next code update cycle.


	
Duty 4
General Summary:	Percentage: 10
Preparation of Reports, Procedures, Time and Attendance Records.


	Individual tasks related to the duty.
· Analyze on-going program operations and make recommendations to the manager for modifications of policies and procedures to achieve greater efficiency and effectiveness. 
· Develop and update division processes and procedures. 
· Make recommendations to the division managers for updates to current ski/amusement, boiler, or elevator forms and draft internal division forms, as needed.
· Audit time and attendance records for division staff on state computer program SIGMA.
· Audit travel logs and travel expense vouchers for division inspectors, provide division managers report of findings.
· Monitor inspector mileage and make recommendations to division managers when exchange of state vehicles is necessary.


	
Duty 5
General Summary:	Percentage: 10
Back-up in the review of ski/carnival and elevator permit applications


	Individual tasks related to the duty.
· Review elevator and ski/carnival permits to ensure correct application fees paid, all required paperwork has been submitted, and the application has been completed appropriately. 
· Review alteration and installation permits to ensure that the company submitting the permit has documented appropriate installation requirements. Make recommendations for approval or denial. 
· Write letters or contact contractors to seek additional information or verify information on the permit. 
· If permit is denied, draft letter to contractor indicating reason for denial of permit, along with the law or code not in compliance, submit for review and approval before sending.  If approved, issue permit and when required produce metal plate with serial number, device type, and capacity to go with copy of permit to the inspector.





	
Duty 6
General Summary:	Percentage: 5
Perform other duties as assigned.


	Individual tasks related to the duty.
· Develop training modules and conduct training. 
· Prepare updates to websites and monitor content. 
· For new inspectors, assure bureau training program is followed and all required training is provided by the appropriate bureau personnel. 
· If needed, assist with the division’s conversion of its data into an upgraded data base (Accela).
· Assist division assistant chiefs in development of various licensing examinations.


	[bookmark: AddPage]
	16.	Describe the types of decisions made independently in this position and tell who or what is affected by those decisions.
Prioritization of work activities to achieve department goals.  Exercise judgment when reviewing test reports and correction orders, assuring applicable statute, rule, policy or procedures are met.  All work is reviewed by the supervisor during the training period.


		17.	Describe the types of decisions that require the supervisor’s review.
Issues outside of established policies or procedures.  Any issue sensitive in nature.  


		18.	What kind of physical effort is used to perform this job? What environmental conditions is this position physically exposed to on the job? Indicate the amount of time and intensity of each activity and condition. Refer to instructions.
The job is performed in a general office setting environment.  The position requires minimal physical effort or exertion.  Physical effort would be sitting, standing and walking to other areas and transporting files within the office.  Environmental conditions would be limited to exposure to the heating and cooling of the building during the 8-hour day.  The position requires extensive use of a personal computer.


		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.  (If more than 10, list only classification titles and the number of employees in each classification.)

	NAME
	CLASS TITLE
	NAME
	CLASS TITLE

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

		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.




	
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?
Duties 1-4


		24.	Indicate specifically how the position’s duties and responsibilities have changed since the position was last reviewed.
Updated language to include boiler duties.


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



		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.

EXPERIENCE:
Departmental Analyst 9
No specific type or amount is required.
Departmental Analyst 10
One year of professional experience.
Departmental Analyst P11
Two years of professional experience, including one year of experience equivalent to the intermediate (10) level in state service.

KNOWLEDGE, SKILLS, AND ABILITIES:
Knowledge of the principles and practices of research and analysis; principles of administrative management, including budgeting techniques, office procedures, and reporting; tools of management, such as methods development, cost analysis, procedural manuals, training materials, operating controls, records and reports, and studies applicable in evaluating programs or services; principles and methods of research, statistics, operational analysis, cost analysis, and finance of public and private programs; initiation, development, accomplishment, and evaluation of public programs or services; economic, social, political, and business conditions of the state; and of the legislative process and governmental organization and structure. Ability to analyze, synthesize, and evaluate a variety of data for use in program development and analysis; analyze and assess operations from the standpoint of management controls, systems, and procedures; establish program or service procedures, policies, or guidelines and to relate these to objectives; prepare requests for proposals and program agreements; organize, evaluate, and present information effectively; interpret laws, rules, and regulations relative to the work; formulate plans, procedures, and controls in a program or service area; learn and utilize computer processes; design forms; and to maintain favorable public relations.

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.




	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

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


		I certify that the entries on these pages are accurate and complete.
 		 		
	Appointing Authority Signature			Date

	TO BE FILLED OUT BY 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.
		 		
	Employee’s Signature			Date


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