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	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

	Vacant
	
Department of Corrections

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

	
	
Correctional Facilities Administration

		4.Civil Service Position Code Description

	10.	Division

	
Accounting Assistant 5-7
	
CFA-Jackson Business Office

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

	11.	Section

	
Accounting Assistant
	
Jackson Business Office

		6.Name and Position Code Description of Direct Supervisor

	12.	Unit


	
Kendra Winn, Financial Manager
	
Accounting Department 

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

	
Stacey Stinson, Assistant Business Manager
	
4000 Cooper Street, Jackson, MI  0800-1630

		14.	General Summary of Function/Purpose of Position

	
Possesses knowledge of policies and procedures that relate to Business Office functions and State Accounting processes.   Has ability to make decisions and take action according to MDOC Policy Directives.  Possesses knowledge of SIGMA or COMS operations.   Communicates professionally with vendors and staff both verbally and in writing.  Receives, sorts, corrects, and reconciles a wide variety of accounting documents.  Posts data to appropriate accounts, reviews, and codes financial information, make payments and maintain records on a daily basis through use of spreadsheets, database software, COMS, and SIGMA.  

		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	 50 
Process documents in either COMS or SIGMA.  This duty involves data entry, keying, emailing vendors and facilities on proper paperwork needed to complete document. Processing checks as necessary for mailing to vendors/employees and filing all paperwork.  Work in Acrobat and Microsoft Programs for proper filing and auditing needs

	Individual tasks related to the duty.
· Receives financial document from facilities to enter in either SIGMA or COMS 
· Audits financial document for completeness and proper authorized signatures.
· Separates financial documents by facility and vendor or disbursement type.
· Enters financial document on either SIGMA or COMS and reconciles totals entered.
· Corrects any rejected transactions.
· Saves copies of financial document into SIGMA or on file for COMS to be uploaded into Content Manager Filing System

	Duty 2
General Summary of Duty 2	% of Time	20
Audit, review, and communicate with vendors/facilities regarding financial documents.  

	Individual tasks related to the duty.
· Once financial document is received in Business Office, sort by facility, and type of financial document
· Verifies amount are accurate based on purchase order, or prisoner policy approved amounts
· Verifies financial document for proper signatures, approval to pay, or paperwork showing product was received at facility
· Communicates with vendors on needed financial documentation when necessary
· Communicates with facility Business Offices for approval to pay, discrepancies with financial documents, verification product was received. 




	
Duty 3
General Summary of Duty 3	% of Time	10	
Responds to emails and phone calls regarding financial documents

	Individual tasks related to the duty.
· Frequently answering emails in regard to financial documents, status of payment and other questions as necessary.
· Compose emails to facilities in regard to financial documents for necessary information prior to processing in SIGMA or COMS
· Compose emails to vendors in regard to financial documents for necessary information prior to processing in SIGMA or COMS

	Duty 4
General Summary of Duty 4	% of Time	10	
File documentation, reconcile statements and reports to ensure all financial documents are entered within the correct Fiscal Year

	Individual tasks related to the duty.
· Uses Acrobat Program to combine financial documents and all backup necessary into one file to be approved by manager, and uploaded into Content Manager Filing System
· Receive financial statements from vendors monthly to ensure all financial documents are accounted for and paid timely, and communicate with vendor if any documents are missing
· Review SIGMA and COMS reports to ensure all documents are entered properly and accounted for in either financial system



	[bookmark: AddPage]
Duty 5
General Summary of Duty 5	% of Time	10	
Other Duties as assigned by Supervisor

	Individual tasks related to the duty.
· Opens, sorts, date stamps and distribute all incoming US mail for 4000 Cooper Street.
· Back up for co-workers during leave time
· Trains new employees assigned to the Southern Region Business Office Accounting Division.


	

	



	
	16.	Describe the types of decisions made independently in this position and tell who or what is affected by those decisions.
Decides daily work schedule and arranges assignments according to priorities.  Employees communicate with vendors and other department staff concerning financial documents. Staff receives phone calls from prisoners’ families, attorneys and vendors and must be able to communicate in an effective and professional manner.  

		17.	Describe the types of decisions that require the supervisor’s review.
Requests for annual and sick leave require supervisor’s approval.  Helps supervisor with questions in regard to financial documents or concerns.  Ordering of any office supplies or equipment require supervisor’s approval.  Department mandatory training scheduling must be approved by supervisor.

		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.
Majority of time is spent sitting at a desk, retrieving and entering data on a computer and processing and breaking down documents for distribution.  Employees may be responsible for document delivery to other office locations.  Filing and retrieving documents from files would require sitting, standing, kneeling or bending depending on where the documents were located.  Inmate workers are present in the office area, workloads may be heavy.   

		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?
Yes

		23.	What are the essential functions of this position?
The employee must be knowledgeable in bookkeeping and have the ability to organize and accurately enter transactions in SIGMA and COMS.  The employee must be able to respond in writing to prisoners/facilities and vendors concerning their individual accounts.  The employee must also be knowledgeable of policies and procedures relative to the Business Office and State Accounting functions.  Additionally, the employee must have the ability to accurately enter data on computer, have organizational skills, the ability to file all relevant documents in the Business Office, and process paperwork which may involve extensive keying or handwriting and breaking down of multi-page documents for distribution.     

		24.	Indicate specifically how the position’s duties and responsibilities have changed since the position was last reviewed.
Most of the States Prisoner Accounting work is processed here at the CFA Business Office – Jackson office.

		25.	What is the function of the work area and how does this position fit into that function?
To maintain accurate financial transactions which affect the Business Office Accounting functions.  This position receives financial documents and must process them according to policy guidelines within set time limitations.  

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

	EDUCATION:
Educational level typically acquired through completion of high school.

	EXPERIENCE:
Three years of administrative support experience, including two years equivalent to an Accounting Assistant 6, involving posting financial data to ledgers, preparing invoices, billings and/or vouchers, reviewing and coding financial information, and maintaining account balances.

	KNOWLEDGE, SKILLS, AND ABILITIES:
Knowledge of office material and supply requirements. Ability to select and compile data for statements, expenditures, revenues, accounts, and reports; to reconcile and/or balance financial transactions and accounts; to interpret and apply the instructions and guidelines of the specific work area; to make decisions and take necessary actions; to compose routine correspondence and reports; to meet schedules and deadlines of the work area; ability to assist others in solving work problems; to perform the most complex and difficult assignments; to determine work priorities for the unit; to assign, coordinate, and evaluate the work of others; to train employees in their work; and to adapt generalized instructions to the specific activities of the work area.

	CERTIFICATES, LICENSES, REGISTRATIONS:
      None.

	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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