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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

	
	DNR-NATURAL RESOURCES

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

	
	Resource Management

	4. Civil Service Position Code Description
	10. Division

	WILDLIFE ASSISTANT-E
	Wildlife Division

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

	Non-Career Wildlife Assistant E6
	Applied Research Section

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

	Hoving, Christopher – Applied Research Section Manager – State Administrative Manager 15
	

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

	Keith Kintigh – Wildlife Division Assistant Chief – SDA 17
	Lansing Customer Service Center, 4166 Legacy Pkwy, Lansing, MI 48911 / Varied hours as assigned




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		This position will provide assistance to the Senior Wildlife Technician at the Lansing Customer Service Center. This position will focus on waterfowl trapping and banding throughout the southern Lower Peninsula of Michigan for part of the year. This position will assist with various aspects of multiple research projects including data collection, entry, and analysis for part of the year. 



	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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:
	80

	Conduct waterfowl trapping and banding throughout the southern Lower Peninsula of Michigan 

	Individual tasks related to the duty:
	
	

	· Determine potential banding location
· Bait and operate traps
· Identify, age, sex, band, and humanely handle waterfowl
· Maintain accurate and detailed banding records
· Maintain and repair traps and other equipment
· Use live traps to handle potential predation issues
· Professionally interact with the public and co-workers
· Follow all safety protocols for operating watercrafts and using animal capture equipment

	Duty 2

	General Summary:
	Percentage:
	10

	Assist with various research projects

	Individual tasks related to the duty:
	
	

	· Work collaboratively with staff and partners on the collection of data 
· Responsibly operate a Department vehicle while completing research tasks
· Follow safety protocols for operating motorized vehicles (including boats) and using animal capture equipment
· Follow all written and verbal data collection and handling protocols provided
· Deploy, check, and maintain trail cameras
· Accurately identify trail camera photo contents from research projects
· Assist in the capture, marking, and collection of biological samples from wild animals
· Enter data into computerized spreadsheets, perform accuracy checks, and provide summaries 
· Create spreadsheets, tables, figures, etc. using Microsoft Excel, Word, PowerPoint, Access, and similar programs


	Duty 3

	General Summary:
	Percentage:
	10

	Other duties as assigned

	Individual tasks related to the duty:
	
	

	· Complete tasks or projects by other WLD staff as requested
· Participate in trainings as required









	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

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




	
	

		Decisions regarding the daily work schedule. Decisions about implementing specific work assignments that have previously been assigned.  Coordination of personal work schedule with senior wildlife technician.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		Decisions regarding setting priorities when time conflicts arise and/or in regards to new or unique assignments on details that have not been previously encountered in the educational experience or on the job. Any changes to written or verbal instructions related to data collection protocols will be reviewed with the supervisor.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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.




	
	

		This position will involve a combination of outdoor activities and work in an office environment. Outdoor activities will occur in all environments and may include rough terrain and adverse weather conditions. Possible exposure to blood from wild animals. Office work will occasionally require long hours using the computer and repetitive motions, and transporting large or heavy boxes or equipment. This position requires travel to other locations throughout the state and irregular hours as part of regular duties.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			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?




	
	

	
		N/A






	

	
	
	
	
	
	
	
	
	
	
	

	
			23. What are the essential functions of this position?




	
	

	
		To assist senior wildlife technician at the Lansing Customer Service Center on waterfowl trapping and banding, data collection and management for various research projects, and the collection of biological data through wildlife censuses.






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		· Manager details in boxes 6 & 7 updated.  Due to organizational structure change the unit and section have been updated as well, Boxes 11 and 12.






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		The function of the Applied Research Section is to conduct research to provide new information to resource planners and managers to address information barriers to the effective and efficient management of Michigan’s wildlife resources or to evaluate and enhance current management methodologies.  This position serves the vital functions of field work, waterfowl banding, and data collection.
This non-career wildlife assistant position supports vital functions of assisting with research operations, conducting waterfowl trapping and banding. This position also provides assistance as needed to additional Wildlife Division staff, primarily at the Lansing Customer Service Center and potentially at the Rose Lake State Game Area or Deborah A. Stabenow Building.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			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:



	
	
	
	
	

	
	
	
	
	
	
	

		
Wildlife Assistant 6
No specific type or amount is required.





	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		Excellent communication skills are required. The incumbent is expected to be able to learn the work of the Department/Division, communicate effectively, and act professionally in representing the Department/Division during interactions with the public. The incumbent must be able to work independently conducting work activities sometimes with minimal instruction. Interest in wildlife resources is beneficial.




	
	
	
	
	
	
	

		CERTIFICATES, LICENSES, REGISTRATIONS:



	
	
	

	
	
	
	
	
	
	

		Valid driver’s license required to drive State of Michigan vehicles.




	
	
	
	
	
	
	

	
		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.



	

	
	
	

	
		n/a



	

	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
		
	
	
	
	

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



	

	
	
	
	
	

	
		ALLISON MARSTON



	
		2/9/2023



	

	
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



