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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-THUMB FACILITY

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

	
	Correctional Facilities Administration

	4. Civil Service Position Code Description
	10. Division

	DEPARTMENTAL TECHNICIAN-E
	Thumb Correctional Facility

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

	Departmental Technician-E
	Records Office - 14000

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

	FARNSWORTH, NATALIE; DEPARTMENTAL SUPERVISOR-3
	W41 Administrative Support

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

	FENNER, RONALD; SENIOR EXECUTIVE WARDEN
	3225 John Conley Drive, Lapeer, MI 48445 / Monday-Friday, 8:00 a.m. - 4:30 p.m.




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		The TCF Record Office is a complex work area.  The Departmental Technician positions are responsible for transferring prisoners within the department, locating and clearing pending charges, processing and interpreting court documents related to incoming and outgoing Writs of Habeas Corpus, processing the release of prisoners and ensuring the daily prisoner count is accurate based on the completion of the daily bulletin and review of all movements into and out of the facility.  This position is also responsible for intake of our HYTA population and youthful offenders.
This position researches and analyzes data from MDOC and outside agency databases and prepares reports on a daily basis to assist other facility staff.  Specifically the review and interpretation of data from the Law Enforcement Information Network (LEIN), Offender Management Network Information system (OMNI), OMS Offender Management System and Michigan Criminal Justice Information Network/Offender Watch (MiCJIN/OW) are necessary to complete tasks.
Finally, this position is responsible for data entry in OMS, OMNI and MiCJIN/OW, file maintenance of 1200 files, technical duties related to prisoner misconducts, and also any other office duties as assigned.



	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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:
	30

	Transfer Coordinator – Coordinates all transfers in and out of the facility.

	Individual tasks related to the duty:
	
	

	· Receives the force feed list from CFA/Classification team.  Reviews each prisoner’s need and security level to determine if they will fit within our institution.
· Receives requests from our SCC team and other facility Transfer Coordinators across the state to accommodate the need to move prisoners within the institutions.
· Coordinates the move of all prisoners in/out of our institution including health care, education, custody and housing staff to ensure all transfers are appropriate.
· Ensures classification screens are completed accurately and prepares transfer requests/orders/details through the CFA Classification team approval process in OMNI.
· Prepares the movement of all applicable prisoner files including the Transfer In/Out Checklist to ensure the receiving facility is properly notified of the status of the prisoner and that the prisoner meets that facility’s needs.
· Ensures pools of prisoners are kept in advance of a force feed or facility request (identifying different prisoner traits) to enable easier transfer trades.
· Ensures MiCJIN is updated for all registered sex offenders at our facility.

	Duty 2

	General Summary:
	Percentage:
	30

	HYTA and Youthful Offender Duties – Coordinates HYTA and youthful intake and HYTA releases.

	Individual tasks related to the duty:
	
	

	· Coordinates with Sheriff Departments and facility for intake arrangements.
· Creates Record Office, Central Office and Counselor files, coordinating file labels and verifies accuracy of all documents received.
· Scans all court documents to the appropriate place for verification and entry into corrections database.
· Runs LEIN on all intake and prior to release.
· Creates/completes various manual reports, tracks, updates and distributes as often as needed.
· Creates/completes all letters and forms required throughout the HYTA’s prison term.
· Tracks release list and ensures all documents are created and completed prior to HYTA releases from prison.
· Tracks and sends Record Office, Central Office and School HYTA files to storage.

	Duty 3

	General Summary:
	Percentage:
	10

	Processing of Misconducts, Audits and Forfeitures - Coordinates with our Hearings Investigator to ensure all Class I and II misconduct tickets/hearings are received for entry and subsequent forfeiture processing.

	Individual tasks related to the duty:
	
	

	· Receives all Class I and II misconducts daily and enters into OMS according to MDOC policy/procedure.
· Ensures Business Office staff is copied on all misconducts with restitution owed.
· Assists Supervisor to ensure either the Supervisor or another Records staff member audits all misconduct entries for accuracy.
· Assists or is delegated by Supervisor to calculate days available to review for possible forfeiture of days, completes the forfeiture packet and provides to the Warden to enable his decision.  Enters Warden’s decision into the appropriate database, types the time review and distributes accordingly.
· Files misconducts in the institutional file.

	Duty 4

	General Summary:
	Percentage:
	10

	Processing Parole Release Checklists – Processes checklists assigned by the Records Supervisor, which includes various technical duties of time computation review, LEIN checks, compliance with sex offender registration requirements and detainer/pending charges review.

	Individual tasks related to the duty:
	
	

	· Receives Notice of Action/Michigan Parole Board decision paperwork and distributes accordingly.  
· Completes assigned Parole Processing Release Checklist which includes parole board decision, review of special parole board release conditions, time computation completion, LEIN/NCIC checks and possible follow up for clearance, sex offender registration compliance, detainer processing and GED requirements.
· Ensures assigned Parole Processing Release Checklists are completed in a timely manner for all prisoners transferring that have a parole, by ensuring the checklist is enclosed in the institutional file and the next facility is notified of its completion up to the 24 hour checks.

	Duty 5

	General Summary:
	Percentage:
	10

	Writ Coordinator – Oversees the receipt, processing, facility coordination and completion of all requested court and outside law enforcement agency proceedings.

	Individual tasks related to the duty:
	
	

	· Receives Writ of Habeas Corpus or writ notification from the Central Writ group or the court. 
· Possible interpretation of legal communication requests in accordance with court orders, Michigan Compiled Laws and policies/procedures of the MDOC.
· Coordinates with the Central Writ group, transportation staff and facility staff (custody, housing and health care) to have the prisoner available at the appropriate time to complete the proceeding.
· For MDOC transports, schedules proceeding on the Electronic Calendar, prepares the appropriate prisoner detail providing accurate information to transportation/custody staff and tracks/updates detainer information in the files.
· For outside agency transports, schedules proceeding with pertinent facility staff, prepares appropriate Writ paperwork, enters writ release in OMNI and tracks/updates detainer information in the appropriate databases and files.
· Coordinate with the requesting court to ensure that proper court rules are followed for all video conferences.
· Ensure all documents and exhibits that are needed to complete the proceedings are received, tracked and provided to the prisoner in a timely fashion to ensure due process rights are adhered to.
· Upon completion of any proceedings, follows up with the court, Central Writ group and/or transportation staff to identify what occurred at the proceeding, obtain appropriate documents and/or schedule the next proceeding.
· Ensure detainers are updated in the appropriate database.  Notify Central Records Specialist to follow up on any subsequent prison sentences that were imposed if documents are not received within 10 business days.
 

	Duty 6

	General Summary:
	Percentage:
	10

	Miscellaneous Technical Duties as assigned

	Individual tasks related to the duty:
	
	

	· Ensures only documents that are formally distributed to the Record Office files are secured in the file, ensuring that the files are kept in the proper chronological order and maintained in the Records Office.
· Answers prisoner kites related to current duties using the most advanced tools available including OMS, OMNI, LEIN, court websites, online communication with law enforcement agencies and other MDOC email and websites.
· Completes the manual Daily Bulletin while ensuring the count is reconciled exactly each and every day.
· Various other database entry including but not limited to prisoner movement, emergency contact updates, essential documents updates, legal mail, etc.
· Organizing and facilitating appropriate released files to Records Storage.
· Ordering supplies.
· Creates various report requests and distributes accordingly.  Prepares monthly report for Supervisor.
· Assist in processing and physically releasing individuals on parole, discharge or HYTA release.
· Conducts telephone calls to non-duty staff for Mobilizations (mock or real situations).
· Assists or is delegated by Supervisor to process time reviews, sentence terminations and new/amended sentencings.









	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

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




	
	

		· Determine work priorities independently keeping in mind transfer and release deadlines, and also bed space.
· Determine appropriate agency/office/department based on available information when supervisor is not available.
· Contact the Parole Board when appropriate to bring class I misconducts and any other questionable information to their attention.
· Interpret LEIN/NCIC information to determine status of charges/warrants to ensure due process rights and classification level.
· Interpret court documents in accordance with Michigan statute, court rules, MDOC policies and procedures.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		· Clarification of Michigan statute, court rules and MDOC policy and procedure.
· Questions regarding pending charges or detainers or the IAD/Extradition process.
·  Workload prioritization when unable to make an independent decision.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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.




	
	

		·       This position requires sitting for an extended period of time while reviewing documents in physical files along with data on the screen.
·       Moderate physical effort is required in the performance of this position including stooping, stretching, bending and lifting stacks of files.
·       This position is challenging and technical in nature due to the complex duties and decisions that need to be made on a daily basis.
·       This position can be deeply stressful due to the nature of the ramifications that may occur if one simple error is made and the fact that public safety is at issue.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			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?




	
	

	
		The TCF Record Office is a complex work area.  This Departmental Technician position is responsible for transferring prisoners within the department, locating and clearing pending charges, processing and interpreting court documents related to incoming and outgoing Writs of Habeas Corpus, processing the release of prisoners and ensuring the daily prisoner count is accurate based on the completion of the daily bulletin and review of all movements into and out of the facility.  This position is also responsible for intake/releases of our HYTA population and intake of youthful offenders.
This position researches and analyzes data from MDOC and outside agency databases and prepares reports on a daily basis to assist other facility staff.  Specifically the review and interpretation of data from the Law Enforcement Information Network (LEIN), Offender Management Network Information system (OMNI), OMS Offender Management System and Michigan Criminal Justice Information Network/Offender Watch (MiCJIN/OW) are necessary to complete tasks.
         Finally, this position is responsible for data entry in OMS, OMNI and MiCJIN/OW, file maintenance of 1200 files, and technical duties related to prisoner misconducts.  Many other office duties as assigned.






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		There is an increase in Writs due to the complexity of ensuring pending charges, LEIN/NCIC inquiries are properly reviewed, documented and cleared up.
 
TCF is now the reception center for all youthful offender intakes.
 
         The Record Office is once again handling entry of time computation, typing time reviews, forfeitures and terminations.






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		The Record Office is responsible for accurate record keeping for every prisoner/HYTA in every facet of the prisoners record including but not limited to classification, transportation, transfer, detainer processing and release processing.  Prisoner records must be kept according to statute, administrative rules, department policy and institutional operating procedure.  The office interacts with other facility work areas, other MDOC facilities, courts, law enforcement agencies and the public.
 
This Departmental Technician position is involved with every function in the facility Record Office and provides critical information for the safety of prisoners, staff and the public in and outside the prison.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			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:



	
	
	
	
	

	
	
	
	
	
	
	

		
Departmental Technician 7
One year of experience performing administrative support activities equivalent to the 7-level in state service.

Departmental Technician 8
One year of experience as a technician or paraprofessional equivalent to the entry level in state service.

OR

One year of experience performing administrative support activities equivalent to the 8-level in state service.

Departmental Technician E9
Two years of experience as a technician or paraprofessional, including one year of experience equivalent to the intermediate level in state service.

OR

One year of experience performing administrative support activities equivalent to the 9-level in state service.

OR

One year of experience as a supervisor of administrative support activities equivalent to the 9-level in state service.

Alternate Education and Experience

Departmental Technician 7
Completion of two years of college (60 semester or 90 term credits) may be substituted for the experience requirement.

Departmental Technician 8
Possession of a Bachelor’s degree may be substituted for the experience requirement.

Departmental Technician E9
Possession of a Bachelor’s degree and one year of job-related experience may be substituted for the experience requirement.




	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		Basic knowledge of the MDOC policies and procedures related to prisoner record keeping, including but not limited to classification, transportation, transfers, time computation, detainer processing, extradition/IAD and prisoner release.  Ability to work under stressful situations and meet deadlines.  Will be trained in use of LEIN (Law Enforcement Information Network), but prior use would be extremely helpful.




	
	
	
	
	
	
	

		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.



	

	
	
	

	
		No exceptions or additions to the statements at this time.



	

	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
		
	
	
	
	

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



	

	
	
	
	
	

	
		



	
		



	

	
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



