
State of Michigan
Civil Service Commission

POSITION DESCRIPTION

Position Code

 

2. Employee's Name (Last, First, M.I.) 8. Department/Agency

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

4. Civil Service Position Code Description 10. Division

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

12. Unit6. Name and Position Code Description of Direct Supervisor

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

14. General Summary of Function/Purpose of Position



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

Individual tasks related to the duty:

Duty 2

General Summary: Percentage: 30

Individual tasks related to the duty:

Duty 3

General Summary: Percentage: 10

Individual tasks related to the duty:

Duty 4

General Summary: Percentage: 10



Individual tasks related to the duty:

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.

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

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

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):

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

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

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

23. What are the essential functions of this position?

22. Do you agree with the responses for items 1 through 20? If not, which items do you disagree with and why?



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

EDUCATION:

Financial Institution Examiner 12

Alternate Education and Experience

Financial Institution Examiner 12

EXPERIENCE:

KNOWLEDGE, SKILLS, AND ABILITIES:

CERTIFICATES, LICENSES, REGISTRATIONS:

Appointing Authority Date

Supervisor Date

TO BE FILLED OUT BY APPOINTING AUTHORITY



Employee Date


