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1. [bookmark: StartPosCode]

	
	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

	
	Michigan Department of Education

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

	
	

		4.Civil Service Position Code Description

	10.	Division

	Student Assistant-E, Grade A
	Division of Educator, Student and School Supports

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

	11.	Section

	GEMS/MARS Student Assistant
	Office of Systems, Evaluation, and Technology

		6.Name and Position Code Description of Direct Supervisor

	12.	Unit


	Joshua Long, Departmental Manager 14
	

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

	Rebecca McIntyre, State Administrative Manager 16
	Hannah Bldg., 608 W. Allegan, 2nd Floor, Lansing, MI 48933
8am-5pm M-F

		14.	General Summary of Function/Purpose of Position

	This position provides entry-level operational, data, and application support for the Michigan Department of Education’s GEMS/MARS system, the department’s primary platform for compliance monitoring and reporting.
The Student Assistant supports internal and external users by assisting with system access, troubleshooting issues, and guiding users through system workflows. In addition, this position supports system operations by assisting with data validation, reporting, structured query development, testing activities, and basic configuration support tasks under supervision.
This position emphasizes development of foundational system and data skills, including logical problem-solving, structured query logic, and understanding relationships between system components within a large-scale application environment. The position provides exposure to application configuration, reporting, and data processes to support development of foundational skills. Student assistants will work up to 24 hours per week.

		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	60

Provide front-line application support while supporting overall system operations and workflow processes.


	Individual tasks related to the duty.
· Respond to user inquiries related to GEMS/MARS and troubleshoot access, navigation, and submission issues both through email and on the phone
· Guide users through system workflows including applications, document uploads, and review processes
· Process and validate security access requests 
· Identify incomplete, inconsistent, or incorrect data and flag for review
· Assist in monitoring workflow statuses across programs 
· Track and document patterns in user errors or system issues
· Maintain tracking of requests and ensure timely follow-up
· Communicate effectively with internal staff and external stakeholders regarding system processes and requirements

	Duty 2
General Summary of Duty 2	% of Time		35	
Support GEMS/MARS system operations through reporting, structured data work, testing, and configuration-related activities under supervision.

	Individual tasks related to the duty.
· Run existing SQL queries and reports to support internal and program office needs
· Modify query filters to refine data outputs
· Perform simple joins across related tables (e.g., questionnaire, section, and field data) under guidance
· Apply logical thinking to understand relationships between data elements and ensure accurate outputs
· Validate report outputs by comparing counts, totals, and expected results
· Assist with ad hoc and recurring report generation and data preparation
· Support data cleanup activities to improve reporting accuracy
· Execute test scripts to validate system updates or enhancements
· Assist in writing basic test cases and documenting expected outcomes
· Recreate reported issues or bugs and analyze system behavior to support troubleshooting
· Document test results and communicate findings clearly
· Assist in verifying fixes after implementation
· Assist in setting up or updating questionnaires, including fields and sections, under supervision
· Assist in copying or updating existing programs within GEMS/MARS
· Support maintenance of document lists and review stage configurations
· Help prepare configuration updates for analyst review and deployment



	
Duty 3
General Summary of Duty 3	% of Time		5	
Other job-related duties as requested

	Individual tasks related to the duty.
Other job-related duties as assigned



	[bookmark: AddPage]
	16.	Describe the types of decisions made independently in this position and tell who or what is affected by those decisions.
N/A 

		17.	Describe the types of decisions that require the supervisor’s review.
OSET Assistant Director and electronic system managers will make all decisions as to the work of these students. 

		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.
Office environment
May require long hours working on the phone and/or with a computer
No environmental hazards

		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?
N/A

		23.	What are the essential functions of this position?
This position provides entry-level operational, data, and application support for the Michigan Department of Education’s GEMS/MARS system, the department’s primary platform for compliance monitoring and reporting.
The Student Assistant supports internal and external users by assisting with system access, troubleshooting issues, and guiding users through system workflows. In addition, this position supports system operations by assisting with data validation, reporting, structured query development, testing activities, and basic configuration support tasks under supervision.
This position emphasizes development of foundational system and data skills, including logical problem-solving, structured query logic, and understanding relationships between system components within a large-scale application environment. The position provides exposure to application configuration, reporting, and data processes to support development of foundational skills. Student assistants will work up to 24 hours per week. 


		24.	Indicate specifically how the position’s duties and responsibilities have changed since the position was last reviewed.
N/A

		25.	What is the function of the work area and how does this position fit into that function?
The Office of Systems, Evaluation, and Technology (OSET) is responsible for the administration and support of application systems that enable the Michigan Department of Education to manage grant programs, monitor compliance, and report program data. GEMS/MARS serves as the primary system used by MDE and its partners to collect data compliance related data.
This position supports these functions by assisting with system operations, including user support, data validation, structured reporting, and workflow tracking within GEMS/MARS. The Student Assistant helps supports users in completing required processes, and assists staff with testing, reporting, and configuration preparation activities. This role contributes to the overall effectiveness of the system by supporting consistent use, identifying issues, and assisting with operational processes under supervision.

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

	EDUCATION:
Current enrollment in high school, vocational or technical school, or post-secondary educational institution.

	EXPERIENCE:


	KNOWLEDGE, SKILLS, AND ABILITIES:
Knowledge of basic phone etiquette and customer service skills.
Must be able to communicate instructions in a patient, pleasant and professional manner, whether written or verbal.
Basic understanding of data systems, databases, or web-based applications
Ability to apply logical and structured thinking to problem-solving within a system environment
Ability to understand relationships between data elements and system components
Ability to write and modify basic SQL queries (SELECT statements, filters, and simple joins)
Strong attention to detail in reviewing data, reports, and system records
Ability to validate outputs against expected results and identify discrepancies
Ability to troubleshoot user issues and communicate solutions clearly to both technical and non-technical users
Ability to follow structured workflows and apply business rules within a system
Ability to document issues, test results, and processes in a clear and organized manner
Experience with Microsoft Excel (sorting, filtering, and basic data analysis) preferred
Strong organizational, communication, and time management skills

	CERTIFICATES, LICENSES, REGISTRATIONS:
Student must provide evidence of enrollment or acceptance to an educational institution.

	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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