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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

	
	Department of Corrections

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

	
	

		4.Civil Service Position Code Description

	10.	Division

	
	Bellamy Creek Correctional Facility

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

	11.	Section

	
	

		6.Name and Position Code Description of Direct Supervisor

	12.	Unit


	Chad Guilford, Facility Manager
	

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

	Rich Brokaw, Warden
	1727 W. Bluewater Highway
Ionia, MI 48846
8:00-4:30 M-F or as needed for facility needs



		14.	General Summary of Function/Purpose of Position

	This position serves as an assistant to the Facility Manager in all areas.  It is responsible for providing financial information to the Facility Manager, overseeing the Prisoner Benefit Fund activities, all areas of prisoner accounting that are handled at the facility, researching purchases and assisting in the purchase process, reconciling facility accounts, setting up facility area budgets and analyzing expenditures to ensure  areas stay within budgeted amount, assisting in mail room, rewriting and revising facility policies, providing information to all areas of the facility and staff as requested. 

		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   45% of Time	
The position assists the Facility Manager in preparing the facility yearly spending plan and monthly projections.  This involves printing financial SIGMA reports to use in reconciling the bi-weekly staff vacancy and preparing a vacancy factor percentage reports, verifying purchases are charged to the correct areas, and providing information on open purchases.  Working with the facility manager, budgets are set up for all areas of the facility.  Monthly reports are prepared for distribution to staff and staff inquiries regarding budget questions replied to.  Errors found when reconciling accounts are written up and sent to the Regional Business Office for corrections always following up on to ensure correcting entries are entered.    


	Individual tasks related to the duty.
· With the Facility Manager and SIGMA reports, prepare yearly spending plan for the facility.
· Using SIGMA reports, prior year spending spreadsheets and budgets, develop facility area budgets staying within spending plan allotments.  Share the budget development process and explain to the facility administrators responding to all their questions.  Throughout the year monitor and respond to requests for additional funding in specific budget areas.
· Print SIGMA reports to prepare monthly budget reports, vacancy reports, vacancy percentage reports, and projections.  Once reports are complete, meet with Warden, Deputy and ADW’s to explain reports and answer any questions.  
· Print SIGMA report bi-weekly to reconcile actual working staff against approved positions for the facility identifying vacancies and preparing spreadsheet to show this information.  Using the spreadsheet, create another document to show current vacancy percentage compared to vacancy percentage taking into account all known upcoming retirements, transfers and new hires.
· Covering for Facility Manager in absence on extended time away or daily time out of the office.  This involves going to meetings, providing information to Warden, Deputy or any other facility staff and also making decisions for areas Facility Manager is responsible for.  
· Work as liaison person between the facility, Regional Business Office and Central Office to obtain information at the facility and forward the needed information to the requesting person.  
· Assist staff when placing orders to ensure correct accounting is used and their budget can support the purchase.  Verify state contracts are being used.  Enter purchases in SIGMA or dispense order to credit card holders for purchase.  Ensure staff follows monthly and year end purchasing deadlines.  
· Assist Facility Manager in year end asset report.
· Investigate cost saving measures that could be implanted at facility, research if feasible and how to implement working with all staff who would be involved.  Present information to Facility Administration for consideration and/or approval.
· Writing and updating facility policies.  Preparing facility self-audit reports.
· Obtain vehicle mileage logs for all facility vehicles, prepare monthly mileage log and entry into M4 program before monthly deadline.  
· Receive custody and food service clothing from Ionia Complex Warehouse.  Notify 3rd shift staff of receipt and notify food service staff of receipt.
· Work as liaison between facility staff and prisoner kiosk vendors.  When kiosks are not working, contact vendor to set up repairs and following up with staff to ensure kiosks are made operational.  

	Duty 2
General Summary of Duty 2  20% of Time 
Responsible for all areas of Prisoner Benefit Fund functions and assisting in Ionia Complex Regional store operations.  Bellamy Creek Benefit Fund involves preparation of yearly budget for presentation to committee.  Using SIGMA reports, prepare monthly agendas, minutes, procurement requests, expense spreadsheets and account balance spreadsheets before the monthly meeting.  Regional Store duties include preparing facility indigent store orders for entry.   

	Individual tasks related to the duty.
· Using information provided by recreation, maintenance and library staff prepare a monthly Benefit Fund agenda including the proposed purchases to be presented ensuring the correct coding is being used and verifying the purchases do not exceed the approved yearly budget.  Print SIGMA reports and review to create profit and loss statement for the meeting.  Create document to show account balance less approved purchases to reflect accurate overview of the financial situation of the Benefit Fund. After the meeting, prepare minutes for Warden’s approval.  Log approved purchases on a spreadsheet to use in verification of payments as made, open purchases to be followed up on and to use as a future reference document.   
· Create and keep spreadsheets of Benefit Fund blanket purchase orders for committee ensuring when allotted amounts are used in full additional amounts are taken to the committee for approval.
· As designee chairperson of the Benefit Fund Committee, present information at monthly meetings and provide guidance to the committee members in approval of purchases.  
· Responsible for preparation of yearly Benefit Fund fundraiser proposals and obtaining necessary approvals.
· Responsible for filling Benefit Fund photo ticket vending machine with tickets and taking cash out.  This cash is then reconciled against the number of tickets sold and a cash receipt written.
· Verify the PBF credit card receipts against the charge log to ensure all receipts are included.  Log paid for purchases on the open purchase log and mark as complete when order has been paid for in full. 



	
Duty 3
General Summary of Duty 3  15% of Time
Assist all areas of the facility with purchases ensuring correct accounting is used, researching appropriate vendors and state contracts before authorizing the purchase.  Bi-weekly send the facility credit card report to staff holding facility credit cards.  Reconcile the report with the credit log when returned to ensure proper purchase was made including approvals, justification of purchase, correct account coding and supporting documentation is attached. Enter correct accounting for all purchases into SIGMA bi-weekly before deadline.  Approve all SRQ orders and log purchase on spreadsheet to evaluate area purchases and provide this information to Warden, Deputy, ADW’s and RUMS for review.

	Individual tasks related to the duty.
· Provide vendor information, commodity order numbers, state contract and accounting to areas of the facility to assist in preparation of the procurement request.  Once received from the area, ensure proper approval signatures have been received as well as the items being on the pre-approved purchase list before final approval and entry into SIGMA or distributing to staff with a facility credit for purchase.  
· Manage distribution of the credit card purchases to ensure no card is over their pre-approved 2 week approval amount. 
· Bi-weekly distribute credit card report to staff with cards.  Ensure credit log is submitted back before deadline.  Compare credit card log against report and procurement request to verify all information is the same before entry into SIGMA.
· Approve invoices for payment before submitting to Regional Business Office ensuring items or services were received.  Enter SIGMA receiver when needed.  Provide purchase order number  and receiver number on invoice and signature before sending in.
· Approval all SRQ orders and log on spreadsheet.  Spreadsheet totals all purchases by commodity number for monthly comparison by area.  Before approval within program, ensure items ordered are allowed by the area and supervisor approval has been obtained.
· Monitor all procurement requests to ensure a purchase order is issued against it.  Follow up on any problems.  

	Duty 4  
General Summary of Duty 4   15% of Time    
Prepare parole/discharge paperwork for prisoners.  Daily answer prisoner inquiries, prepare court affidavits, investigate prisoner grievances and prepare responses.  Write up Notice of Intents for unsigned documents prisoners need to be charged for.  Also keypunch batches to charge prisoners for phone time, postage, filing fees and local repair vendor checks.  Dispense cash from cash boxes and reconcile the cash at least monthly.

	Individual tasks related to the duty.
· Review parole/discharge paperwork to determine the financial needs of the prisoner upon release. Ensure proper cash is provided to the prisoner to meet his travel needs.  Prepare discharge grant request and recommendation for Warden’s review as needed.  Prepare documents for the prisoner to sign at release and dispense cash from proper petty cash box to correspond with his account balance.  
· Answer prisoner correspondence daily ensuring policy is being followed in response.  Court affidavits and grievance responses are prepared within policy guidelines.
· Keypunch batches into prisoner’s accounts that are best handled at the facility.  This includes checks for vendor refunds, charges for phone time, fundraisers, local repair disbursements and postage.  Scan check producing batches to regional office for processing of facility printed check.   Take checks for local vendors for prisoner property repairs.
· Balance petty cash boxes to reconciliation sheet.  As needed send documentation to regional business office for check to replenish petty cash ensuring the disbursements from it are approved.  Take checks to bank for cashing.




	
Duty 5
General Summary of Duty 5 5% of Time    
Provide assistance to mailroom staff in problem solving, guidance on mail handling and ensuring mail is processed timely when the facility manager is absent.  Other daily responsibilities include answering facility phone calls sometimes redirecting the call to another area of the facility for assistance, consulting facility and/or department policy for direction, and assisting staff with SIGMA entry or training. Additional duties include preparing monthly prisoner indigent list, bank deposits, tool and equipment reports, bi-weekly payroll staff payroll review and submitting and staff policy acknowledgements are signed and submitted.  

	Individual tasks related to the duty. 
· Answering outside phone calls from vendors and prisoner family members.  If the questions can’t be answered, redirecting the caller to an area of the facility that can assist.
· Monthly obtain list of prisoner requesting indigent status and forward to Regional Business Office for calculation.  Once approved list is received, ensure notification is sent to the prisoner of his indigent status along with an indigent bubble store order form.
· Assist Facility Manager and mail room clerk in creating documents listing all approved prisoner catalog orders items and vendors as catalogs are provided.  
· Prepare bank deposits as needed ensuring cash and checks balance to the written receipt amounts.  Enter deposit information on spreadsheet, take deposit to bank, and enter deposit information into SIGMA.  
· Verify tools and equipment the areas the Facility Manager is responsible for are secure and accounted for.  Submit documentation weekly to document verification.
· Ensure policy update forms are signed by staff and submitted to Warden’s office.
· Assist in mail room duties when needed.  Contact vendors on prisoner property issued when there is a discrepancy.  Lock and sort mail to assist staff when needed.
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	16.	Describe the types of decisions made independently in this position and tell who or what is affected by those decisions.
          Day to day purchases regarding the areas purchases are to be charged to, the type of purchases being requested, who the proper vendor should be and how quickly the purchase needs to be processed.  These decisions affect all areas of the facility and their budgets.  


		17.	Describe the types of decisions that require the supervisor’s review.
One time large dollar amount purchases.   All purchases entered into SIGMA and need supervisor approval.  Account coding verification for abnormal purchases.

		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.
          Most duties are performed in a typical office environment, typing, filing and assisting with processing mail.  


		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.	X    Provide guidance on work methods.
	Orally reprimand.	X	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 person in this position must have a thorough knowledge of financial transactions and balancing accounts.  They must be able to analyze financial reports to evaluate correct charges and if corrections are needed.
This position must have the ability to reprioritize work continually always evaluating the tasks on the desk to ensure all time deadlines are met.  They must be able to be working on a project but go to another one and then continue back on the first one.  Sometimes there may be several tasks started on this desk at the same time and might not get back to them for several days.    
The person must also have the ability to think through a process from the start to finish and who it will effect when making decisions.  They must be able to assist staff in all areas referring to policy when needed and redirecting them to other areas of the facility if needed.


		24.	Indicate specifically how the position’s duties and responsibilities have changed since the position was last reviewed.
This position uses Sigma instead of MAIN and assists the mailroom staff as needed.

		25.	What is the function of the work area and how does this position fit into that function?
This position is the back up to the Facility Manager assisting in all responsibilities of the job.  This person must have the ability to print and analyze financial reports, provide financial and purchase information to all areas of the facility and to make decisions in the Facility Manager’s absence all the time meeting deadlines and following policy.  

		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:
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 ledger accounts, reconciling accounts, executing adjustments, and preparing financial statements, including one year 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 8
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. Ability to assemble, compile and analyze pertinent data for the preparation of financial statistical reports. Knowledge of state and interoffice computerized accounting systems. Ability to determine work priorities when multiple complex tasks must be completed.

	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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