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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)

	
	Executive Bureau

	4. Civil Service Position Code Description
	10. Division

	Departmental Specialist-2
	Offender Success Administration

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

	Risk Needs Assessment Specialist
	

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

	CLARK, DOUGLAS J; DEPARTMENTAL MANAGER-3
	Office of Community Corrections

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

	MCGEORGE, ROBERT P; STATE ADMINISTRATIVE MANAGER-1
	Grandview Plaza; 206 E Michigan Ave., Lansing, MI 48933 / Monday - Friday / 8:00AM - 5:00PM




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		This position serves as the Risk Needs Assessment Specialist for the MDOC Office of Community Corrections (OCC). This position monitors and coordinates the development, implementation, and training of the Department’s risk/need assessments and the Office of Community Corrections grant management systems, specifically with regards to CFA, FOA, and community-based programs, to include OCC. In collaboration with Office of Research and Planning, the Training Division, the Office of Community Corrections, CFA and FOA, the position will oversee the day-to-day activities as to the State’s contracts related to risk/need assessments and Community Corrections grant management systems. In addition, the position will coordinate, facilitate, and communicate with DTMB, vendors, and other State departments/divisions related to the State’s infrastructure and the configuration of the systems. The position will also act as an Executive Subject Matter Expert (SME) and provide vision for the business design and how the applications shall provide for that vision. 



	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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:
	50

	Serve as the sole Risk Needs Assessment Specialist over the Department’s risk/needs assessments contract, and the Office of Community Corrections grant management contract.

	Individual tasks related to the duty:
	
	

	· Makes recommendations relating to risk/needs and grant management software contracts and software enhancements for the department and the Office of Community Corrections. 
· Reviews and evaluates Modification Analysis Reports (MAR), Statement of Work (SOW) documentation, Change Notices (CN), and deliverables documentation as it relates to the department’s risk/needs contract and the Office of Community Corrections grant management software contract. 
· Attend conferences, trainings, and research best practices on risk/needs assessments and grant management software necessary to efficiently operate, report, present, train and maintain records for the program.
· Acts as a liaison with DTMB, CFA, FOA, various vendors, and both internal and external stakeholders, and employees to coordinate the department’s use of risk/needs assessments, as it relates to the COMPAS application used by CFA/FOA, and Intelligrants program, which is a web-based grant management system used by The Office of Community Corrections. 
· Interprets statute, contracts and department policies as they relate to risk/needs assessments, and The Office of Community Corrections grant management system. Consults with internal and external stakeholders to ensure compliance.
· Collects and maintains demographic, client enrollment, and program utilization data within COMPAS, as well as other program data, necessary to meet contract reporting requirements.
·  Prepares budget milestones to ensure funds are allocated appropriately within the risk/needs and grant management software contract to allow for training, development, enhancements, and functionality. Review and approve client invoices related to the risk/needs and grant management software contracts. 

	Duty 2

	General Summary:
	Percentage:
	40

	This position will act as the content expert related to risk/need assessments and the Office of Community Corrections grant management systems, thereby representing the business units involved, by providing the vision for the business design and how the applications shall provide for that vision. Responsible for working with DTMB and coordinating with the vendors and the Department in all aspects of the contracts.

	Individual tasks related to the duty:
	
	

	· Plans, develops, coordinates, and conducts COMPAS and grant management software training to staff in FOA, Community Corrections, and community partners who utilize the software. 
· Serves as subject matter expert and liaison with industry, community groups, and/or governmental agencies, which requires significant knowledge of the COMPAS assessment and Northpoint Suite, along with The Office of Community Corrections grant management system/software. Provide recommendations on how to troubleshoot issues and provide staff guidance on how to use the risk/needs and grant management software.
· Develops program goals and plans for implementation, which includes meeting with Department leadership from FOA, CFA, and OS to determine goals. This position will ensure the contract language is supported by leadership’s direction.
·  Develops alternative strategies for programs based on analysis and research in an assigned specialty area.

	Duty 3

	General Summary:
	Percentage:
	10

	Other duties as assigned.

	Individual tasks related to the duty:
	
	

	· Conducts special projects and studies including, but not limited to, conducting special risk/needs data collection projects including collecting boilerplate report data for the legislature, client demographics, as well as Transgender and female population data.
·  Conducts special risk/needs projects and studies to support MDOC’s strategic plan, at the direction of the Department’s leadership. 









	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

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




	
	

		Procedural changes to improve efficiency of operation affecting staff and other agencies.  
Methodology of data collection and content of reports. 
Reviews and critiques of training for content and clarity.
 Troubleshooting and problem-solving issues with the COMPAS application.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		Policy and budgetary changes 
Recommendations for new enhancements
 Scheduling and staffing decisions related to testing and training






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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.




	
	

		Daily extended computer use
Extended sitting
Periodic standing for extended periods of time
 Periodic travelling inside the State of Michigan, with potential travel outside the state






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			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?




	
	

	
		This position serves in support to CFA, Community Corrections, FOA, the Training Division and the Parole Board in the evidence base use of risk assessments within the MDOC. The position also serves as the subject matter expert where needed for technical assistance and contract negotiations and monitoring with regards to Community Corrections grant management systems and risk assessment vendors under contract with the MDOC. 






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		New establishment






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			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 to provide an array Reentry Services to the various administrations within the Michigan Department of Corrections (MDOC). This position plays an important support role as the Subject Matter Experts for the Michigan Department of Corrections Reentry Administration and its Reentry Services Section in carrying out day to day reentry activities relative to risk assessments and grant management, and the application of same by the MDOC. This position serves in support to CFA, FOA, the Office of Community Corrections, the Parole Board and the Training Division in the development and implementation of the COMPAS risk assessment and other risk assessments. The position coordinates the department-wide Quality Assurance initiatives, programs, and practices for risk assessments used by the MDOC. The position helps to determines and implement the use of risk assessments to build offender case plans and to inform the offenders and to facilitate sound correctional judgement and decision making for staff within CFA, the Office of Community Corrections, FOA and the Parole Board, all geared towards producing long term success in the community for those justice involved individuals. 






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			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:



	
	
	
	
	

	
	
	
	
	
	
	

		Departmental Specialist 13 - 15
Four years of professional experience, including two years equivalent to the experienced (P11) level or one year equivalent to the advanced (12) level.




	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		Knowledge of the operational and technical problems involved in the administration of a specialized program.
Knowledge of the assigned program specialty.
Administrative Assistant and Specialist:
Knowledge of methods of planning, developing, and administering programs.
Knowledge of state and federal laws and legislative processes related to the work.
Knowledge of the need, preparation, and use of reports.
Ability to plan, direct, and coordinate programs and administrative activities of a complex, interrelated
and interdependent nature, where unknowns and numerous contingency factors are involved.
Ability to formulate policies and procedures relevant to program areas based on information of a
conceptual nature from varied and complex sources.
Ability to plan, coordinate, and expedite work projects.
Ability to interpret complex rules and regulations.
 Ability to communicate with others verbally and in writing.




	
	
	
	
	
	
	

		CERTIFICATES, LICENSES, REGISTRATIONS:



	
	
	

	
	
	
	
	
	
	

		None




	
	
	
	
	
	
	

	
		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.



	

	
	
	
	
	

	
		KATLYN SAYLOR



	
		3/10/2025



	

	
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



