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	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

	Vacant
	MDHHS-COM HEALTH CENTRAL OFF

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

	
	Environmental Health

		4.Civil Service Position Code Description

	10.	Division

	Secretary – A 
	Toxicology and Response

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

	11.	Section

	TAS Section Secretary
	Toxicology and Assessment

		6.Name and Position Code Description of Direct Supervisor

	12.	Unit


	Jordan Bailey; STATE ADMINISTRATIVE MANAGER-1 15
	

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

	Amanda Paust – State Division Administrator - 17
	333 South Grand Ave.; LANSING, MI 48913 / 8:00 to 5:00

		14.	General Summary of Function/Purpose of Position

	This position will provide secretarial support activities for the Toxicology and Assessment Section in the Toxicology and Response Division within the Environmental Health Bureau. The incumbent will provide a full range of management assistant secretarial activities, using independent judgment in making decisions that may be confidential and sensitive in nature and taking appropriate actions. This position oversees and directs office activities for the section, including composing correspondence, relaying information and/or assignments to unit managers and other staff. This position also occasionally supports the seven other sections within the division. This individual is also responsible for preparing, coordinating and tracking all personnel transactions for the section.

		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 of Duty 1	% of Time		40
Serves as secretary/management assistant to the Section Manager, exercising independent judgment in overseeing office activities and secretarial support services to section staff. Serves as liaison between the Section Manager and other department personnel to transmit specific information requiring knowledge of supervisor's viewpoint and discretion in disseminating such information.

	Individual tasks related to the duty.
· Conveys and follows up on assignments to staff.
· Procurement Card billing back-up to Division Secretary, other Section Secretaries and Bureau Secretary, sends & retrieves record center boxes, and process DCH-0016s.
· Answer Section calls and when necessary, transfers call to appropriate division staff.
· Anticipates, determines, and provides supervisor with materials needed for meetings, answering correspondence, or preparing reports.
· Maintains calendar and schedules all meetings, appointments, and commitments for the Section Manager.
· Makes arrangements for both in- and out-of-state travel, coordinating with private and federal agencies as needed for the Section Manager and others within the division as requested.
· Records and transcribes meeting minutes.
· Coordinates document review process and shepherds documents passing through section management for approval.


	Duty 2
General Summary of Duty 2	% of Time:  25
Acts as resource to Section, Division and Bureau staff for procurement of purchase orders, supplies and services, office supplies, computer support, office equipment maintenance, etc.

	Individual tasks related to the duty.
· Completes, submits and tracks purchase orders and requests for contractual services per division protocol as requested.
· Acts as a backup to Bureau Secretary, Division Secretary and other Section Secretaries to schedule and tracks annual maintenance and/or calibration of specialized equipment.
· Acts as a backup to Bureau Secretary, Division Secretary and other Section Secretaries to facilitate annual leases and maintenance of general office equipment including printer/copy machines and confidential shred bins.
· Acts as a backup to Bureau Secretary , Division Secretary and other Section Secretaries to maintain inventory of office supplies, printer paper, etc. purchased through the approved State of Michigan vendor.
· Acts as a backup to Bureau Secretary, Division Secretary and other Section Secretaries to maintain records of and facilitates purchases with the procurement cards.



	
Duty 3
General Summary of Duty 3	% of Time	25
Acts as resource to section staff for compliance with policies and procedures, timekeeping, management of files, contact lists, etc. 

	Individual tasks related to the duty.
· Prepares, coordinates and tracks all personnel transactions for the section in coordination with the division HR liaison per established protocol.
· Assists Section staff with conference registration, travel arrangements, and expense vouchers.
· Completes, submits and tracks memoranda of understanding, forms, and internal correspondence as requested.
· Maintains Section files and policies, summarizing and notifying supervisor, as well as appropriate section personnel, of changes, additions, etc.
· Maintains Section emergency contact phone tree and updates quarterly.
· Arranges conferences and special meetings, notifies participants and assists in site selection.
· Handles incoming and outgoing daily mail and package delivery.
· Timekeeping, expense vouchers, and mileage as well as timekeeping reminders to Section staff.
· Coordinates, reviews and updates filing and retention policies within the Section.

	Duty 4
General Summary of Duty 4	% of Time		5
Provides additional support to the Division of Toxicology and Response and the Environmental Health Bureau as requested.

	Individual tasks related to the duty.
•	Acts as liaison with clerical staff outside the section.
•	Coordinates office management activities for the Section Manager as well as the division and bureau.
•	Answer phones for the Environmental Health Bureau or other Sections/Divisions during leave/absence.
•	Other duties as assigned. 

	Duty 5
General Summary of Duty 4	% of Time		5
Manages and coordinates Freedom of Information Act (FOIA) requests for the section.

	Individual tasks related to the duty.
· Receives FOIA requests, records as appropriate in the Section files, routes request to appropriate Section staff.
· Prepares requested FOIA documents and other information – including conducting necessary redactions and other   preparations prior to releasing documents.
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	16.	Describe the types of decisions made independently in this position and tell who or what is affected by those decisions.
Scheduling meetings, appointments, and other commitments for Section Manager and Section Staff. Prioritization of duties, ensuring efficient workflow. Collect, assemble and organize documentation as requested in a confidential manner. Determine and establish work procedures and work assignments in order to provide effective completion of the section's changing needs, program priorities and objectives on a continuing basis.  The Section Manager and other Section and Division level staff will be affected by these decisions.

		17.	Describe the types of decisions that require the supervisor’s review.
Seek advice when initiating new office procedures or where there are no established guidelines or prior experience available. Guidance is sought on unfamiliar or new issues within the section.

		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.
Physical effort will be typical of an office position. Requires valid vehicle operator’s license and occasional travel within the State, including overnights. Less occasionally, travel may be required outside the State. There may be times when work outside of regular hours is necessary for the completion of a project. The employee may need to conduct site visits and attend public events around the state. Work materials and supplies can be bulky and may weigh up to 40lbs. The employee could be exposed to local weather conditions.

		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):
_	Complete and sign service ratings.	_	Assign work.
_	Provide formal written counseling.	_	Approve work.
_	Approve leave requests.	_	Review work.
_	Approve time and attendance.	_	Provide guidance on work methods.
_	Orally reprimand.	_	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?
This position will provide secretarial support activities for the Toxicology and Assessment Section in the Toxicology and Response Division within the Environmental Health Bureau. The incumbent will provide a full range of management assistant secretarial activities, using independent judgment in making decisions that may be confidential and sensitive in nature and taking appropriate actions. This position oversees and directs office activities for the section, including composing correspondence, relaying information and/or assignments to unit managers and other staff. This position also occasionally supports the seven other sections within the division. This individual is also responsible for preparing, coordinating and tracking all personnel transactions for the section.

		24.	Indicate specifically how the position’s duties and responsibilities have changed since the position was last reviewed.
Updates to reflect Environmental Health Bureau

		25.	What is the function of the work area and how does this position fit into that function?
This position has program responsibility for providing secretarial support for the Toxicology and Assessment Section and acts as a backup person for the Division Secretary and Bureau Secretary. The Section’s primary function is to respond to and mitigate human health exposures to chemical contaminants in the general public. The section collaborates with multiple federal agencies, agencies in other state governments, other State of Michigan departments, and local health departments. The Section also provides community outreach for a variety of health topics including fish consumption, mercury, mold, as well as human exposures to chemical contaminants in the air, water, and soil. This position will often be the front-line recipient of phone calls and emails from the public seeking assistance and information. This position will also be responsible for tracking the schedules and functions of individuals in the Section and ensuring that the public and other stakeholders are directed to the correct staff member for the topic or site in question.


		26.	What are the minimum education and experience qualifications needed to perform the essential functions of this position?

	NOTE: Equivalent combinations of education and experience that provide the required knowledge, skills, and abilities
will be evaluated on an individual basis.

EDUCATION:
Education typically acquired through completion of high school. 


	EXPERIENCE:
Four years of office experience involving administrative support practices, including one year equivalent to advanced 8-level administrative support work, or equivalent to a Secretary E8, or Legal Secretary E8. 
OR 
Four years of office experience involving administrative support practices, including two years equivalent to experienced E7-level administrative support work, or equivalent to a Secretary 7, or Legal Secretary 7. 

PREFERRED: 
Five years of administrative support experience where use of a personal computer to prepare correspondence, reports, charts, etc., or to enter/retrieve/update information is an essential part of the work, including two years equivalent to advanced (8) level administrative support work or Secretary E8. 
Equivalent combinations of education and experience that provide the required knowledge, skills and abilities will be evaluated on an individual basis.

	KNOWLEDGE, SKILLS, AND ABILITIES:

Highly organized and keen attention to detail. Knowledge of departmental policies, procedures and organizational relationships and the work area's mission and appropriate application; knowledge of the organization and composition of letters, minutes, reports, etc; knowledge of correct English usage, grammar, and spelling; knowledge of organization and maintenance of filing systems (both electronic and paper), office practices, processes and computer software programs; knowledge of scheduling and coordinating travel arrangements; ability to use diplomacy and discretion when giving out information and referring and directing callers and visitors; ability to meet schedules and deadlines of the work area, and to follow, apply, interpret and explain instructions and/or guidelines; ability to communicate effectively; ability to operate standard office equipment; ability to learn and utilize computer processes; ability to design forms and other professional documents; ability 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.


Page 7
