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1.
Position Code

ACCTTCHEA35R

	
	State of Michigan

Civil Service Commission
Capitol Commons Center, P.O. Box 30002

Lansing, MI 48909
	

	Federal privacy laws and/or state confidentiality requirements protect a portion of this information.
	POSITION DESCRIPTION
	


	This form is to be completed by the person that occupies the position being described and reviewed by the supervisor and appointing authority to ensure its accuracy.  It is important that each of the parties sign and date the form.  If the position is vacant, the supervisor and appointing authority should complete the form.

This form will serve as the official classification document of record for this position.  Please take the time to complete this form as accurately as you can since the information in this form is used to determine the proper classification of the position.  THE SUPERVISOR AND/OR APPOINTING AUTHORITY SHOULD COMPLETE THIS PAGE.

	
2.
Employee’s Name (Last, First, M.I.)


	
8.
Department/Agency

MDOC/Marquette

	
3.
Employee Identification Number


	
9.
Bureau (Institution, Board, or Commission)

Correctional Facilities Administration

	
4.
Civil Service Classification of Position

Accounting Technician-E
	
10.
Division

Business Office

	
5.
Working Title of Position (What the agency titles the position)

Accounting Technician
	
11.
Section

Accounting

	
6.
Name and Classification of Direct Supervisor

Robin McCarthy, State Administrative Mgr-3
	
12.
Unit



	
7.
Name and Classification of Next Higher Level Supervisor

Sarah Schroeder, Senior Executive Warden 17
	
13.
Work Location (City and Address)/Hours of Work

1960 US 41 South, Marquette MI 49855
Monday- Friday 0800-1630

	
14.
General Summary of Function/Purpose of Position

This position functions, independently, as an experienced technician responsible for performing all tasks and duties that the Facility Business Manager assigns, including, but not limited to: (1) assesses the validity and accuracy of all the agency's accounting transactions relative to DTMB accounting policies and SIGMA transactions and procedures, (2) internal/external audits and reconciliations in order to create reports used as basis for projections and budgetary decisions, (3) assists the Facility Business Manager on all aspects of financial management and reporting, (5) disbursing funds and documentation for accounts payable, cashier duties, and prisoner-related transactions, and (6) miscellaneous duties as required.

	For Civil Service Use Only



	
15.
Please describe your assigned duties, percent of time spent performing each duty, and explain what is done to complete each duty.



List your duties in the order of importance, from most important to least important.  The total percentage of all duties performed must equal 100 percent.

	Duty 1

General Summary of Duty 1
50% of Time

Review accounting documents and records for completeness, accuracy, validity, and ensure proper control and make adjustments to formal accounting records in compliance with generally accepted accounting policies and procedures.

	Individual tasks related to the duty.

· This includes analyzing pcard transactions for proper authorization, adequacy of accounting information, and validity of charges and/or credits.

· Assure that all transactions have been recognized and properly recorded using auditing and accounting techniques and applicable State of Michigan guidelines and references.
· This includes analyzing vehicle mileage logs for proper use, adequacy of accounting information, and validity of miles to enter into the M4 program.  Verifying charges to DTMB standards and correct appropriations once posted into SIGMA
· Assist Facility Business Manager with monthly reports as assigned.

	Duty 2

General Summary of Duty 2
20% of Time

Maintain and reconcile records of expenditures, accounts payables, and receivables, and reconcile between transaction records in SIGMA versus other accounting records and systems.

	Individual tasks related to the duty.

· Maintain a signature card file and use it to verify proper authorization on orders for warehouse inventory items.

· Enter all sales transactions into the warehouse inventory system upon receiving completed sales slips back from the warehouse.  Maintain receipt and usage files for warehouse transactions.

· Observe and verify the warehouse’s periodic cycle counts of select product groups within inventory.  Enter into the revolving inventory system.  Conduct a follow-up investigation to determine the nature of discrepancies by comparing them to discrepancies on the prior count, reviewing similar products for offsetting errors, verifying correct entries of receivers, verifying correct entries of sales.  Prepare and submit to the Facility Business Manager a summarized count variance report after each cycle count with explanations indicating the type and cause for each variance.  

· Coordinate with the hub accounting staff, procurement tech, and warehouse supervisor to ensure that proper and consistent account coding is applied to all payments.  Prepare monthly reconciliation between the revolving inventory and the SIGMA system to ensure “warehoused” inventory costs are correctly captured and allocated to departments upon sale.  Prepare price and correcting adjustments to SIGMA and SIGMA Inventory as necessary.

· Prepare and send invoices for MBP-purchased gas used in leased vehicle, car washes, and vehicle maintenance to DTMB.



	Duty 3

General Summary of Duty 3
20% of Time

Disbursing funds and documentation

	Individual tasks related to the duty.

· Process disbursements in the COMS TRUST prisoner accounting system that needs to be done at the facility.  Prepare companion transactions on the SIGMA system.

· Post deposits to prisoner accounts for funds received from vendors and print prisoner receipts daily.

· Collect and transfer debt for other MDOC facilities within the constraints of policy.  Disburse debts collected at other facilities to credit the different facility departments as necessary.

· Process filing fees.

· Maintain a log of all bonds located at MBP and transfer bonds as necessary.

· Prepare certificates of accounts for prisoners when requested.

· Review and report balances > $1500 to Attorney General.

· Print and distribute prisoner account statements.

· Prepare responses to prisoner correspondences.
· Receipt all incoming funds and prepare bank deposits within applicable departmental and State guidelines.  Perform final verification audits for fund receipts and cash disbursements, including lost payroll warrants and on-site warrants to vendors.  Prepare and enter journal entries to post sales/revenue transactions and adjustments in SIGMA.  Serve as the custodian for the Facility safe.

· Coordinating and disbursing Accounts payable and Prisoner Accounting documentation to & from the prisoner hubs to & from the prisoners and facility departments.

	Duty 4

General Summary of Duty 4
5% of Time

Cross train staff in job functions.  

	Individual tasks related to the duty.

· Provide technical assistance and support for staff to ensure compliance with DTMB and the Department of Corrections policies and procedures.

· Perform the duties of the Mailroom in their absence as assigned.


	Duty 5

General Summary of Duty 5
5% of Time

Other duties as assigned.

	Individual tasks related to the duty.

· 

	Duty 6

General Summary of Duty 6
% of Time





	Individual tasks related to the duty.

· 


	
16.
Describe the types of decisions you make independently in your position and tell who and/or what is affected by those decisions.  Use additional sheets, if necessary.

Development of worksheets/account analyses to carry out job functions.

Determining priority of work assignments through general knowledge, experience and deadlines.

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

Clarification of policies, procedures, organizational goals and objectives.

Interpretation of complex laws, and policies for new procedures.

	
18.
What kind of physical effort do you use in your position?  What environmental conditions are you physically exposed to in your position?  Indicate the amount of time and intensity of each activity and condition.  Refer to instructions on page 2.

Physical effort required to perform business office functions.  Business office skills and computer equipment usage.  Minimal supervision.  Hazards associated with working in a prison.  Position has regular unsupervised contact with prisoners.

	
19.
List the names and classification titles of classified employees whom you immediately supervise or oversee 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.
My responsibility 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.

	
21.
I certify that the above answers are my own and are accurate and complete.


Signature


Date


NOTE:  Make a copy of this form for your records.

	TO BE COMPLETED BY DIRECT SUPERVISOR


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



	
23.
What are the essential duties of this position?

This position performs complicated technical accounting functions in the Business Office and  assists the Business Manager with budgets, financial management and reporting.  Is responsible for the accuracy and validity of all accounting transactions at the facility.  Monitors the effectiveness of controls and integrity of records and systems through reconciliation and report preparation.  Develops accounting information required for various financial reports for the agency, and the accounting offices of the Department of Correctins and the Department of Management and Budget.

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

This position is now the only clerical support staff in the business office.  So incumbent now completes all remaining facility accounting functions. 

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

The unit is responsible for the complete accounting operations of the correctional facility.  This involves administering an operating budget; prisoner personal funds; and a prisoner benefit fund. 

	
26.
In your opinion, 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:

Accounting Technician 7:  One year of experience involving posting to ledger accounts, reconciling accounts, executing adjustments and preparing financial statements equivalent to an Accounting Assistant E7.

Accounting Technician 8:  Two years of experience involving posting to ledge accounts, reconciling accounts, executing adjustments and preparing financial statements.  Including one years equivalent to an Accounting Technician 7 or an Accounting Assistant 8.  
Accounting Technician E9:  Three years of experience involving posting to ledger accounts, reconciling accounts, executing adjustments and preparing financial statements.  Including one year equivalent to an Accounting Technician 8, two years equivalent to an Accounting Technician 7 or one year equivalent to an Office Supervisor with a subclass code of BKPS.  
Accounting Technician 10:  Four years of experience involving posting to ledger accounts, reconciling accounts, executing adjustments and preparing finanical statements, including one year equivalent to an Accounting Technician 9 or two years equivalent to an Office Supervisor with a subclass code of BKPS.  

Alternate Education and Experience:  Possession of an associate's degree with at least 16 semester (24 term) credits in accounting courses may be substituted for one year of Accounting Technician 7 experience.

	KNOWLEDGE, SKILLS, AND ABILITIES:

Thorough knowledge of bookkeeping and accounting procedures and practices of Michigan state government.  Ability to assemble, compile and analyze pertinent data for the preparation of financial and statistical reports.  Ability to develop office procedures and document them, maintain manuals.  Knowledge of State computerized accounting systems, and prison accounting systems.  Work with minimal supervision.

	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.

	
27.
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

	
28.
Indicate any exceptions or additions to the statements of the employee(s) or supervisor.



	
29.
I certify that the entries on these pages are accurate and complete.


Appointing Authority’s Signature


Date


Page 6

