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1.
Position Code



	
	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

Michigan Department of Corrections

	
3.
Employee Identification Number


	
9.
Bureau (Institution, Board, or Commission)

Correctional Facilities Administration

	
4.
Civil Service Classification of Position

Departmental Technician 7,8,9
	
10.
Division

Parnall Correctional Facility

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

Department Technician
	
11.
Section

Record Office

	
6.
Name and Classification of Direct Supervisor

, Departmental Supervisor 3
	
12.
Unit

Record Office

	
7.
Name and Classification of Next Higher Level Supervisor

 Facility Manager 14
	
13.
Work Location (City and Address)/Hours of Work

Parnall  Street, Jackson, MI  49201 8:00 a.m. to 4:30 p.m.

	
14.
General Summary of Function/Purpose of Position

This position performs a full range of  technical departmental assignments which are subject to changes due to statutory requirements.  The tasks require knowledge and utilization of policies, procedures and statutes to carry out Record Office functions.  This position is responsible for coordinating approved prisoner transfers, preparing files to be transferred, running LEIN’s and completing transfer order and details.  This position is responsible for reconciliation of the facility count, preparing daily bulletin, completing release checklists, monthly reports.  This position answers prisoner kites, takes calls from staff/courts/public, interviews prisoners with grievances.  This position receives indirect supervision and works with established methods, procedures, policies, laws and oral/written instructions.  Uses OMS (Offender Management System), LEIN (Law Enforcement Information  Network) and OMNI (Offender Management Network Information) to complete computer tasks. Process pending charges,  certified letters, parole screens, parole paperwork, writ processing running and reading LEINs on incoming prisoners and any other duties assigned. 

	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
40


Run and read LEINs for incoming prisoners to locate and process pending charges. 

	Individual tasks related to the duty.

· Run and read Leins on incoming prisoners. 
· Locate any felony warrants or open arrest segments.
· Process pending charge letter or courtesy notices.
· Enter and update sex offender change of address in MiCJIN (Michigan Criminal Justice Information Network).

	Duty 2

General Summary of Duty 2
% of Time
40


Completes Prisoner Release Checklists for parole and discharge, coordinating the release process. Assist with 24 hr checks as needed 

	Individual tasks related to the duty.

· Reviews file for DNA testing, GED completion and completion by CTCU that release audit certification is completed.
· Once a week publishes the lists of prisoner releases within the next 90 days on the public drive for use by staff needing notification such as the Hearings Investigator, Health Care, etc.
· Reviews file for detainers and pending charges.  Investigates and clears problems related to release.

· Reviews LEIN for releasing prisoners for outstanding warrants, personal protection orders and sex offender registration investigating and clearing problems related to release.

· Contacts agency holding outstanding warrant to verify and notify of release.  Inquires regarding pick up upon release and/or prosecution of any pending warrants.

· Assures that official release documents have been received and are appropriately signed by Central Office Parole Board.
· Completes the Daily Notification Report with incoming and outgoing prisoner movements and releases (i.e. transfers, writs, paroles and discharges).  

· Completes the releasing documents (i.e. sex offender forms, Pre-Release form, release clearance, release certification, etc.)

· Assures prisoners sign appropriate release documents and that copies of said documents are maintained in the file.


	Duty 3

General Summary of Duty 3
% of Time
10


Respond to prisoner kites and grievances, filing, check in incoming files to ensure all files were received.

	Individual tasks related to the duty.

· Ensures prisoner forms are routinely and timely filed to provide staff with pertinent information for classification, visitor information, amended judgment/time computation information, etc.
· Responds to prisoner kites and grievances regarding Record Office issues.  Forwards kites regarding time computation issues to CTCU.
· Ensures all files were received for incoming prisoners.  Review the transfer orders for the reason for transfer to ensure that files needing immediate attention (i.e. upcoming writs and/or releases) are processed timely.
· Interviews prisoners in response to record office issues and prepares response for supervisor review and approval.
· Assists in completing 24 hour checks

	Duty 4

General Summary of Duty 4
% of Time 10


Miscellaneous duties include maintaining and pulling files for release audit, auditing the monthly pending charge list, maintaining monthly statistics, processing and distributing parole board actions, preparing proofs of incarcerations for prisoners, etc.

	Individual tasks related to the duty.

· Maintains and provides monthly release statistics for supervisor and monthly writ statistics for Central Time Comp Unit and supervisor.
· Prepares proof of incarcerations for prisoners.
· Other duties as assigned.


	Duty 5

General Summary of Duty 5
% of Time





	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.

Determine work priorities independently keeping in mind the transfer and release deadlines.
Determine appropriate agency/office based on available information when supervisor is not available.

Contacting Parole Board for parole cancellations due to new misconduct and/or pending felony charges.
Trouble shooting when tried methods to solve a problem are not working.

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

Clarification of policy or procedure.  Interpretation of court documents/writs.
Questions regarding pending charges or detainers and other unusual situations or requests. 

Where a problem cannot be resolved using former experience.

When a problem would have an adverse effect on facility record office operation.



	
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.

Job requires extended period of time sitting because of extensive use of computer.
Moderate physical effort is required such as stooping, stretching, bending and lifting stacks of prisoner files.

Job is demanding because of the complexity and diversity of tasks, conflicting deadlines and last minute prisoner movement.

There is stress in dealing with prisoner transfers and releases knowing that errors could have ramifications in public safety and prisoner health.

	
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?

Yes

	
23.
What are the essential duties of this position?

Assists in specific Record Office functions such as time reviews, detainers/pending charge clearance.
Responsible for preparing prisoner releases to parole, discharge and writs.

Is able to ensure efficient operation of Record Office.

Coordinates transfers of prisoners preparing all necessary paperwork.

Prepares daily GOS Bulletin.
Checks in and accounts for incoming files.

Ensures that Daily Register is balanced with facilities count.



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

Job responsibilities have increased to include detailed responsibilities on auditing files prior to release on parole, discharge and writ.

Transfers to level I facilities require intensive review of prisoners’ criminal histories and LEIN.

If these tasks are not completed properly, it may jeopardize the safety of the community and subject the Department to law suits.

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

The Record Office is responsible for maintaining prisoner files according to statute, administrative rules, department policy and department/institutional operating procedures.  This office interacts continuously with other facility work areas, Central Office, the courts, law enforcement agencies and the public.  
This position is involved with every function of the Record Office from the processing of incoming/outgoing prisoner transfers to the releasing of prisoners on parole, discharge and writs ensuring that all necessary policy required checks are completed for authorized releases.  

The Record Office provides critical information for the safety of prisoners, staff and the public.

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

	EDUCATION:

High School diploma or equivalent with high technical and numerical ability.

	EXPERIENCE:

Departmental Technician 7:  One year experience performing 7-level office support activities.
Departmental Technician 8:  One year experience as a Departmental Technician 7 or one year experience performing 8-level office

                                               support activities.

Departmental Technician 9:  Two years experience as a Departmental Technician 7, or one year experience as a Department

                                               Technician 8, or one year experience performing 9-level office support activities, or one year experience

                                                as a supervisor of office support activities.

	KNOWLEDGE, SKILLS, AND ABILITIES:

Knowledge of rules, regulations, policies, procedures, precedents and terminology used in the work area.
Knowledge of the techniques of using reference materials and organizing data for reports.

Ability to use a computer.

Ability to interpret and apply complex laws, rules and regulations.

Ability to communicate effectively.

	CERTIFICATES, LICENSES, REGISTRATIONS:

None required.

	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 2

