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1.
Position Code

CORSPV1A   N

	
	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

Corrections/Marquette Branch Prison

	
3.
Employee Identification Number


	
9.
Bureau (Institution, Board, or Commission)

Correctional Facilities Administration

	
4.
Civil Service Classification of Position

Corrections Shift Supervisor -1
	
10.
Division

Inmate Care And Control

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

Sergeant
	
11.
Section

Custody

	
6.
Name and Classification of Direct Supervisor

Corrections Shift Supervisor-2
	
12.
Unit



	
7.
Name and Classification of Next Higher Level Supervisor

Corrections Shift Supervisor-3
	
13.
Work Location (City and Address)/Hours of Work

1960 U.S. 41 South, Marquette, Michigan  49855

Hours Vary

	
14.
General Summary of Function/Purpose of Position

CSS-1s are the first line supervisor responsible for monitoring staff in their duties, ensuring proper security precautions are followed and all prisoner movement is conducted properly.  They assist the CSS-2 and CSS-3 with a variety of administrative duties encompassing the entire operation. CSS-1s will be available for response to any emergency situation that may arise within the facility and will be utilized as a riot squad leader.  They may also be used in training, STG activities, phone monitoring and timekeeping.  

	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
% of Time
 55
Oversees performance of assigned staff.

	Individual tasks related to the duty.
· Receives and evaluates information from previous shift.

· Supervises locking and unlocking procedures for movement of prisoners.

· Monitors and ensures recordkeeping and logbook entries are completed properly and maintained.

· Ensures all inventories (LOP locker and hazardous material storage locker) are properly maintained and proper entries made.  Conducts weekly inspection of hazardous material storage locker.

· Ensures security is maintained in all areas pursuant to the high standard required for a Level V setting.

· Monitors prisoner property control.

· Ensures all prisoner movement is completed when scheduled.

· Supervises prisoner movement throughout facility.

· Ensures staff are properly supervising prisoner workers.
· Monitors critical incident reports from staff ensuring they are filled out correctly and they are processed in a timely manner

	Duty 2

General Summary of Duty 2
% of Time
 15
Ensures security of facility is maintained.

	Individual tasks related to the duty.

· Makes daily rounds of all areas ensuring security is maintained.

· Ensures all cells are shaken down at least once a month and documented properly.

· Ensures all common areas are shaken down and documented properly.

· Ensures all emergency keys are operational and working properly.

· Monitors all locks and locking systems and ensures work orders are submitted immediately when repairs are needed.

· Monitors and ensures all doors are locked when they are supposed to be locked.

· Inventories secured tools in area assigned.

· Performs security monitoring exercises as directed on a regular basis 
· Monitors and supervises cell moves as needed.
· Monitors prisoner counts, both scheduled and emergency.


	Duty 3

General Summary of Duty 3
% of Time
 10
Serves as a training officer, providing guidance, direction and correcting staff as needed.

	Individual tasks related to the duty.

· Evaluates probationary employees and reports to shift commander.

· Trains line staff in the proper riot control techniques and drills.

· Ensures staff are performing their duties properly and instructs those who need guidance

	Duty 4

General Summary of Duty 4
% of Time
 5
Reviews major and minor misconduct reports, ensuring prisoner due rights are afforded.

	Individual tasks related to the duty.

· Reviews misconduct reports.

· Ensures evidence is properly handled and is inventoried regularly.

· Ensures misconduct reports are properly processed.

· Performs duty of minor misconduct hearing officer.

· Supervises major misconduct hearings.


	Duty 5

General Summary of Duty 5
% of Time
 5
Identifies maintenance problems and ensures work orders are submitted promptly.

	Individual tasks related to the duty.

· 

	Duty 6

General Summary of Duty 6
% of Time
 10
Performs related duties as assigned by Assistant Deputy Warden of Housing and Shift Command.

	Individual tasks related to the duty.

· Monitors prisoner phone calls and reports suspicious activities
· Assist in timekeeping.

· Assist in STG reconnaissance.


	
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.

There are many decisions made throughout any given work shift that are not covered by policy or procedure exclusively.  The decisions made must be of good judgment, utilizing, in some instances, discretion.

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

Whenever a situation arises that is not covered by policy, procedure or guidelines of any type and may affect more than just the sergeant's immediate area of control.

	
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.

The individual housing units, recreation/yard areas, and programming areas function independently and require direct supervision of a first line supervisor.  Staff in these areas are dealing with very dangerous and sometimes disruptive prisoners and constant monitoring is necessary to ensure the safety of staff and 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

	Varies
	Corrections Officers
	
	

	Varies
	Corrections Transportation Officers
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
20.
My responsibility for the above-listed employees includes the following (check as many as apply):

X     Complete and sign service ratings.
X     Assign work.

X     Provide formal written counseling.
X     Approve work.

X     Approve leave requests.
X    Review work.

X     Approve time and attendance.
X    Provide guidance on work methods.

X     Orally reprimand.
X    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?

Yes.

	
23.
What are the essential duties of this position?

To provide supervision of staff and inmates in a Level I and Level V institution.

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



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

The function of the work area is custody and security in a multiple security corrections facility.  This position is vital in making certain this function is accomplished.

	
26.
In your opinion, what are the minimum education and experience qualifications needed to perform the essential functions of this position.

	EDUCATION:

Completion of high school and 15 semester (23 term) hours of college credit in the areas necessary to be qualified for Corrections Officer.

	EXPERIENCE:

Two years of custody and housing unit exposure.

	KNOWLEDGE, SKILLS, AND ABILITIES:

Should possess a stable and mature personality, have good communication and observation skills.  Extensive knowledge of Administrative Rules, Department Policy/Procedure, Institutional Operating Procedures, ACA Standards, Employee Handbook, Civil Service Rules and and MCO Contract.

	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 8

