State of Michigan Civil Service CommissionPosition Code
1. CALCASTEB50R

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 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
MDHHS-COM HEALTH CENTRAL OFF

	3. Employee Identification Number

	9. Bureau (Institution, Board, or Commission)
Epidemiology and Population Health

	4. Civil Service Position Code Description
CALCULATIONS ASSISTANT-E
	10. Division
Vital Records and Health Statistics

	5. Working Title (What the agency calls the position)
Eligibility Representative
	11. Section
Vital Records and Health Data Services

	6. Name and Position Code Description of Direct Supervisor
WILLARD, MARIA; DEPARTMENTAL SUPERVISOR-4
	12. Unit
Front Desk Sub Unit

	7. Name and Position Code Description of Second Level Supervisor

PERRY, DIANE; STATE ADMINISTRATIVE MANAGER-1
	13. Work Location (City and Address)/Hours of Work

333 S GRAND AVE; LANSING, MI 48933 / M-F 8:00 am –
4:30 pm

	14. General Summary of Function/Purpose of Position

This position maintains the front desk area where requests for vital records are received from the general public. The employee certifies applications are complete and contain a valid signature and reviews acceptable ID, determines eligibility for the record requested to enter the order into the BRS (Birth Registry System)/VERA (Vital Event Registration Application. Employee determines fees, receives payment in the form of cash, check, money order, or credit cards and returns change, balances drawer and does cash out at end of shift and generates a credit card settlement report and submits revenue to the supervisor. Also double-checks co-workers nightly cash-out for cash, check and money order totals. This position reviews and manages daily return mail, and processes.



	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:	60


Reviews applications from customers for eligibility and completeness to order a vital records certificate. Accept payments of cash, check, money order and credit cards and return exact change, when necessary. Review identification or alternative identification needed for releasing restricted records. Conduct a thorough review of an application and the documentation needed for a request to change a vital record.

Individual tasks related to the duty:
· Review application for completeness, correctness, and eligibility.
· Review identification or alternative identification for eligibility for restricted records.
· Determine fee owed, based on type (senior, regular, rush, change, etc.).
· Advise customer of processing time, based on service requested.
· Collect determined fee, return correct change.
· Review for correct order type and eligibility and key in order under correct order type.
· Make inquiries to appropriate program staff for unusual circumstances.
· Index order using VERA.
· Process refund after alerting customer of cancelled order.
· Helps to resolve problems with front counter orders
· Deal pleasantly with the public and other governmental agency representatives, even under stressful conditions.

	Duty 2
General Summary:	Percentage:	15
Returned mail.
Individual tasks related to the duty:
· Using the AFS (Application for Service) system, determine the unit which sent certificate out. Give Changes and Searcher Unit mail to their unit
supervisors.
· Call all returned eligibility mail customers.
· Place comments in the work order in the VERA system, stating cannot contact/locate customer.
· File returned certificate in return mail file drawer for one year. After one year, certificates are reviewed and processed for destruction.
· This position works to revise the returned mail process, when necessary to assure birth certificates are mailed promptly and correctly to customers.

	Duty 3
General Summary:	Percentage:	10
Perform cash-out of money drawer, checks, and credit cards at end of each day.
Individual tasks related to the duty:
· Summarize all cash and total; attach cash register tape. Same process is performed for checks and money orders.
· Generate credit card end of day settlement report.
· Double-check cash-out of front desk co-worker by recounting their funds and initialing cash register tape.
· Give both money drawer daily cash/check receipts and credit card settlement report to supervisor for end-of-the-day cash-out

	Duty 4
General Summary:	Percentage:	15
Assist with certificate mailing, preparing documents for archive filming and other duties as assigned.
Individual tasks related to the duty:
· Review of certificates for appropriateness of mailing to customers.
· Archiving documents.
· Alphabetizing.
· Removing staples or staple removal.
· Filing.
· Other duties as assigned by supervisor or manager.



	16. Describe the types of decisions made independently in this position and tell who or what is affected by those decisions.
Determining eligibility for restricted records, validity of photo ID, making correct change, dealing with large sums of money on a daily basis. Deescalate angry and frustrated clientele and be able to determine when it is appropriate to request a supervisor’s help.



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

Non-government issued (driver’s license, state photo identification or passport) photo ID requires supervisor approval. Changes or paternity issues.
Angry or belligerent customers who may pose a threat to security.



	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 has a significant amount of daily customer contacts with requests to be completed expeditiously, as well as incoming customer calls to handle. These conditions are constant, occur daily and can be intense.



	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	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, 2, 3, 4.



	24. Indicate specifically how the position's duties and responsibilities have changed since the position was last reviewed.
The general summary, percentages and duties for this position have all been updated to reflect current practice.




The function of the front desk work area is to intake directly from lobby customers all requests for vital records and changes applications in a professional and courteous manner from lobby customers who present in person. Determine eligibility, collect required fees and reconcile at end of day, answer customer inquiries, and provide interpretation of state policies and procedures regarding Michigan vital records, when applicable. This work area also protects the confidentiality and integrity of the vital records filed in the state repository and helps to prevent the fraudulent use of Michigan vital record documents.
Continuously strive to improve policies and procedures to streamline applications, policies and procedures to assist the customers with their vital records order request.

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:


Calculations Assistant 5
No specific type or amount is required.
Calculations Assistant 6
One year of administrative support experience.
Calculations Assistant E7
Two years of administrative support, including one year equivalent to a Calculations Assistant 6, involving examining, counting, and coding, performing basic mathematical calculations and proofreading numerical data.
KNOWLEDGE, SKILLS, AND ABILITIES:


As listed on the Civil Service job specification. In addition:
· Typing, word processing, and money-handling skills essential.
· The ability to deal pleasantly with the public and other governmental agency representatives, even under stressful conditions.
· Knowledge and understanding of state policies, procedures and rules with regard to vital records and have the ability to interpret policies and procedures so the customer understands.
The MDHHS mission is to provide opportunities, services, and programs that promote a healthy, safe, and stable environment for residents to be self-sufficient. We are committed to ensuring a diverse workforce and a work environment whereby all employees are treated with dignity, respect and fairness.

CERTIFICATES, LICENSES, REGISTRATIONS:


N/A

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.
None.



I certify that the entries on these pages are accurate and complete.
LIBERTY IRWIN
12/8/2021
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

