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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

	
	DOC-CORRECTN CENTRAL OFFICE

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

	
	Budget and Operations Administration 

	4. Civil Service Position Code Description
	10. Division

	HUMAN RESOURCES DEVELOPER-E
	Training Division

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

	L.E.A.D. (Leadership) Trainer
	Leadership (L.E.A.D) Training

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

	Huntley, Matthew; STATE ADMINISTRATIVE MANAGER-1
	

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

	Spencer, Bridget; STATE OFFICE ADMINISTRATOR
	8701 M-36, Whitmore Lake, MI. 48189/Monday-Friday/8:00AM – 4:30PM




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

	This position is responsible for planning, developing, and conducting training sessions related to the MDOC Leadership Academy Program (L.E.A.D. – Learn, Empower, Aspire, Develop) for staff across the Department. In cooperation with senior trainers and program administrators, this position monitors and evaluates participants and tracks their progress throughout their required training periods. This position works directly with Leadership Academy administrators to evaluate and accomplish the leadership development training needs of the Department as required by L.E.A.D. program standards, Department policy directives, operating procedures, and legal mandates.

	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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:
	70

	This position conducts Department‑approved L.E.A.D. (Learn, Empower, Aspire, Develop) leadership development programming for MDOC staff. The training is provided to Emerging Leaders and front‑line Supervisors in accordance with established program standards and required training plans. 

	Individual tasks related to the duty:
	
	

	· Prepares the delivery of leadership development materials to be covered in the training session.
· Evaluates participants’ comprehension of leadership concepts, program content, and required learning objectives.
· Adapts the delivery of leadership information as needed to ensure participant understanding.
· Communicates effectively with participants during the delivery of L.E.A.D. programming.
· Ensures all leadership training materials, technology, and equipment are ready and available.


	Duty 2

	General Summary:
	Percentage:
	15

	Coordinates communication, logistics, and support activities to ensure smooth delivery of L.E.A.D. leadership training. Responds to routine feedback and inquiries, assists facilitators, and maintains effective communication with staff, private vendors, community organizations, and other agencies involved in scheduled training events.


	Individual tasks related to the duty:
	
	

	· Engages with MDOC staff, community organizations, private vendors, and other state agencies to address common training needs and questions.
· Selects appropriate training sites and coordinates logistical arrangements required to conduct training programs.
· Responds to staff inquiries and training feedback through L.E.A.D. communication channels.
· Coordinates information and communication among staff, vendors, community partners, and state agencies.
· Prepares materials, manages attendance, and assists facilitators in order to ensure effective delivery of L.E.A.D. training sessions.


	Duty 3

	General Summary:
	Percentage:
	15

	Conducts surveys, prepare reports and correspondence related to L.E.A.D Training issues.  


	Individual tasks related to the duty:
	
	

	· Reviews required training source documents for accuracy and forwards to appropriate data entry point for entry into training records.
· Prepares, distributes and compiles surveys pertaining to training issues and needs to guide program development.
· Corresponds with vendors, Training Administration, Managers, and Supervisors advising them of training programs and other training-related issues.
· Performs all other duties as assigned by the L.E.A.D. Manager and Training Administrator.

	Duty 4

	General Summary:
	Percentage:
	

	




	Individual tasks related to the duty:
	
	

	

	Duty 5

	General Summary:
	Percentage:
	

	

	Individual tasks related to the duty:
	
	

	









	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

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




	
	

		This position makes decisions necessary for conducting and supporting leadership training. These decisions include determining the most effective ways to deliver scheduled training sessions, addressing day‑to‑day training needs not specifically covered by established procedures, and selecting or arranging appropriate training sites, materials, equipment, and supplies required for L.E.A.D. programming. The employee also responds to participant questions, resolves routine logistical issues, and ensures that training resources are prepared and available. These decisions affect the quality, continuity, and efficiency of leadership development activities for MDOC staff participating in scheduled training sessions.








	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		Decisions requiring supervisory review include any that fall outside established departmental policy, procedure, or budget authority. This includes decisions involving deviation from the approved budget, situations that present unique or uncommon circumstances not addressed in existing guidelines, and any decisions involving legislators, executive leadership, external agencies, or other matters that may be politically sensitive or have broader departmental impact.







	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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.




	
	

		1. Sitting at a desk or computer for several hours at a time.
2. Frequently standing to present classroom training for several hours at a time.
3. Frequently moving and carrying training materials and audio-visual equipment.
4. Frequently statewide travel, often overnight, including driving and walking.







	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			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?




	
	

	
		Yes






	

	
	
	
	
	
	
	
	
	
	
	

	
			23. What are the essential functions of this position?




	
	

	
		The essential functions of this position include delivering assigned leadership development courses as part of the Michigan Department of Corrections (MDOC) Leadership Academy (L.E.A.D.) training team. The position prepares and organizes instructional materials, coordinates training logistics, and facilitates classroom or virtual instruction in accordance with established curriculum and departmental standards. It monitors participant attendance and eligibility requirements to ensure proper documentation of training completion. The position also conducts post‑training activities such as collecting evaluation data, preparing summaries, and maintaining accurate training records. In addition, it performs research and information‑gathering tasks that support curriculum refinement and ongoing improvements to leadership development programming.






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		NEW POSITION






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		The Training Division promotes, provides and evaluates training for 10,000 MDOC employees. This position contributes to the delivery of leadership training across the department and works with staff and subject matter experts to help implement leadership development programs, initiatives, and procedures.






	

	
	
	
	
	
	
	
	
	
	
	

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



	

	
	
	
	
	
	
	

		EDUCATION:



	
	
	
	
	

	
	
	
	
	
	
	

		Possession of a bachelor’s degree in any major.





	
	
	
	
	
	
	

		EXPERIENCE:



	
	
	
	
	

	
	
	
	
	
	
	

		Human Resources Developer 12
Three years of professional experience in planning, developing, conducting, or evaluating staff development, training, or other programs equivalent to a Human Resources Developer, including one year equivalent to a Human Resources Developer P11.

Alternate Education and Experience

Human Resources Developer 9 - 12
Educational level typically acquired through completion of high school and the equivalent of at least two years of full-time active-duty experience at or above the E-6 level in the uniformed services may be substituted for the education requirement.




	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		Knowledge of lead worker techniques.
Ability to organize and coordinate human resource development activities within L.E.A.D. and Training Division.
Ability to allocate work to other staff; and ability to determine, and manage, work activities independently.





	
	
	
	
	
	
	

		CERTIFICATES, LICENSES, REGISTRATIONS:



	
	
	

	
	
	
	
	
	
	

		Possession of a valid driver’s license.





	
	
	
	
	
	
	

	
		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.



	

	
	
	
	
	

	
		



	
		



	

	
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



