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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-CENTRAL MICHIGAN FACILITY

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

	
	CFA-Northern Region

	4. Civil Service Position Code Description
	10. Division

	Secretary-A
	Northern Region

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

	School Secretary
	Programs

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

	; SCHOOL PRINCIPAL-2 13
	School

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

	; SENIOR EXECUTIVE WARDEN 17
	 SAINT LOUIS, MI 48880-1926 / 40 hours per week




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		Apply CFA Education directives and rules and departmental and facility policy and procedure to daily secretarial duties. Perform a variety of secretarial and clerical tasks at the advanced level. Responsible for assisting in the operations and management of the school office in its entirety as the management assistant, including: making independent decisions during the supervisor's absence, the operation and implementation of accounting records for the yearly budget; accumulate and compile materials and facts for required reports; attend meetings as requested by supervisor; direct supervision of preparing, processing, updating, maintaining and securing office files and correspondence; designation timekeeper for school area; as well as normal office duties. This position requires daily contact with prisoners.



	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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:
	40

	Interpret and apply CFA Education, facility and departmental policies and procedures to daily secretarial duties including the input, retrieval, updating and purging of information to OETS/OCMS/MAERS and other state databases; generate, process and ensure school (custody) callouts are current; review files, tests and classification sheets in preparation for assigning or assisting with the assigning or changing of classes; advise supervisor of students needing special classes or counseling; call out prisoners as requested by supervisor and for resolving school related problems; supervise and assign routine duties to prisoner porters, and prisoner clerks in their supervisor's absence. Perform other duties as requested by supervisor/administration.

	Individual tasks related to the duty:
	
	

	Input prisoner test information and scores (including TABE, CASAS and CareerScope), academic/CTE/Pre-Release/Transition data and other data to OETS and MAERS as directed by CFA/supervisor; ensure prisoner school file is received; ensure information is filed per CFA directives; retrive information on institutional movement, writs, incoming and outgoing transfers of prisoners; ensure prisoner school files are delivered to the Records Office as requested; ensure prisoners are enrolled/removed in programming as directed by CFA and/or supervisor. Consult with supervisor regarding special education or ESL placement. Generate/update school based callouts for placement, class changes, terminations, writ and medical, testing, pre-release, transitional; programming, principal visit or other school related issues. Will provide prisoner with correspondence school application. Will assist prisoner to fill out request for records. Will perform secretarial duties and other duties and directed by supervisor and/or administration.

	Duty 2

	General Summary:
	Percentage:
	15

	Initiate or respond to correspondence, including routine prisoner kites (using knowledge for supervisor's viewpoint and /or policy and procedures) or noting a suggested response for supervisor's perusal or approva; notify supervisor of time-sensitive pending issues; request acting principal sign documents in principal's absence; report to supervisor of upcoming agenda or issues/decisions made in her absence; relay supervisor/management's instructions to teaching or custody staff durng supervisor's absence; maintain copy of supervisor's calendar.

	Individual tasks related to the duty:
	
	

	Compose or type memorandums, letters, and /or reports to gain or relay information necessary for school operations. Provide copy of responses to correspondence made during supervisor's absence. Compose or suggest responses for pending correspondence for supervisor's approval. Prioritize duties requiring supervisor's immediate attention. Will ensure memorandums, correspondence, prisoner assignment evaluations; prisoner payroll, and monthly reports are provided to principal for signature and are submitted timely. Inform supervisor of meetings, conferences, appointments and staff schedules. Inform the teachers and other staff of supervisor's instructions by way of verbal or written communication.

	Duty 3

	General Summary:
	Percentage:
	10

	Compile and disseminate necessary reports including: prisoner monthly payroll, time and analysis sheets, monthly school report, other reports as requested by supervisor; administration and/or CFA. This position is also responsible for tracking grant funds allocated to the facility, documentation of items purchased and use.

	Individual tasks related to the duty:
	
	

	Utilize OETS function regaridng prisoner program placement and classification codes. Audit prisoner payroll reports and submit to principal with notation of needed changes, if any. Provide each teacher with class roster per OETS weekly. Ensure classes/programs enrollment is mantained at capacity. Utilize OETS database to fill program vacancies in compliance with CFA standards. Prepare monthly reports, as directed by CFA and/or supervisor and ensure reports are submitted timely. Assist teachers in applying for, submitting and tracking grants. If a grant is received, will document funds usage as required by the grant/CFA.

	Duty 4

	General Summary:
	Percentage:
	10

	Review, implement and monitor policies and procedures to ensure compliance. The school secretary must handle technical elements, as well as assist management. Must be able to make decisions and manage all work flow in the school independently. Attends meetings as requested by supervisor.

	Individual tasks related to the duty:
	
	

	Ensure staff are aware of changes and updates regarding policies and procedures. Utilize knowledge of policies and procedures to ensure compliance by school. Utilize knowledge of the facility, department and supervisor's perspective to respond to inquiries. Contact supervisor/acting supervisor/administration as appropriate to make administrative decisions. Will attend meetings as directed, and relay information to staff and prisoners as appropriate.

	Duty 5

	General Summary:
	Percentage:
	10

	Answer telephone and replay using information based on knowledge of school related practices, facility protocol, policies and procedures. Initiate memorandums and correspondence, update policy and procedure manuals, secure staff signature of acknowledgment. Sort, scan and distribute incoming mail to staff. Initiate supply and inventory orders; monitor officen and school supplies. Schedule building space for classes, programs and training. Prepare photocopiers as directed and monitor photocopier usage, maintaining usage log. Assist, consult, support facility and department staff.

	Individual tasks related to the duty:
	
	

	Answer school telephone, take messages, locate staff, transfer calls, reply based on knowledge or take appropriate actions based on call. Provide staff with updated policies and procedures for review and signature. Open, time stamp, and review incoming mail. Distribute mail to appropriate staff members. Initiate memos or correspondence requesting records when necessary to obtain or relay information. Inventory stock of school supplies weekly keeping appropriate amount of supplies in stock for the efficent operation of the school. Initiate order requests for necessary supplies by filling out supply requests or procurement requests. Pending orders will be reviewed on a weekly basis. Inventory and distribute materials received to the appropriate areas. Schedule building space to meet facilitiy need, including special classes, programs and training. Review and supervise all copies made by prisoners. Request clarification of policy and procedure as needed.

	Duty 6

	General Summary:
	Percentage:
	5

	Utilize DOC databases to perform job duties. Access confidential departmental files for research and verification of information as directed. Record and transcribe meeting minutes, submit for supervisory approval, and distribute approved copy.

	Individual tasks related to the duty:
	
	

	Utilize DOC database to perform school related duties, including forwarding school files, verifying pending paroles or discharges, obtain information necessary to forward prisoner school files to receiving facility or archives. Take minutes for meetings as requested by administrative staff. Transcribe minutes an dprepare for final distribution. Receive list of prisoners eligible to take the GED test. Prepare appropriate memos and call outs for approved prisoners. Notify transfer coordinator to request prisoner holds until completing of GED test. Record GED testing information as directed by CFA Education. Copy and distribute GED scores and certifications as directed by CFA Education. Maintain log and copy of GED test scores. Type required GED order forms, procurement requests, and quarterly inventory forms.

	Duty 7

	General Summary:
	Percentage:
	5

	Maintain schedule of training attended by school staff. Act as liaison regarding inquiries about verification of prisoner program completions/enrollment, budget, program assignments, scheduled meetings and room availability.

	Individual tasks related to the duty:
	
	

	Ensure all staff have received notices regarding available training. Prepare and process training requests. Notify staff of approval/denial. Inform principal of TADS status for each school staff member. Inform staff of information necessary for the smooth operation of the School. Maintain ledger of all expenditures according to type and staff member. Reconcile budget quarterly for supervisor's review. Advise staff members of individual budget adjustments and funding available. Provide facility support services, including scheduling of rooms and enrollment of prisoners in school related programming.

	Duty 8

	General Summary:
	Percentage:
	5

	Complete time and attendance report for staff assigned to school area. Maintain daily calendar of scheduled and unscheduled absences, training and meetings.

	Individual tasks related to the duty:
	
	

	Assure time slips are approved and signed by the school principal. Maintain calendar and file of all pending requests for leave. Submit attendance reports timely. Maintain required time and attendance records, class cancellations and lay ins, perform timekeeper duties as directed.









	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

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




	
	

		Communicate supervisor/management directives to staff; perform duties as directed by supervisor, CFA, CFA Education, Central Michigan Correctional Facility administration; emergency class cancellation; initiate orders for repairs, supplies, equipment; comply with directives of acting principal during supervisor's absence. The decisions may affect school staff, prisoners, vendors and outside sources.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		Changes in routine procedures; reporting of classroom problems and grievances; requests for leave, administrative decision/directives.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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.




	
	

		Sitting at desk while working at computer, answering telephones and using typewriter. Standing when filing, making copies, putting away or getting out supplies and sorting mail. Walking when delivering messages to staff or prisoners, retrieving supplies to administration building for meetings; mail and delivering prisoner files. Bending to file or retrive prisoner files, reports , memos, etc. Lifting and carrying to deliver supplies/equipment to staff and store room as well as equipment repairs mail and prisoner files. This position is inside the secure perimeter of the prisoner and may have contact with prisoners.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			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 essential duties of this position are the daily functions of a school secretary including: OETS and MAERS functions, record keeping, clear communication with offenders and staffr, budgeting and initiative to maintain an effective office environment that changes daily.






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		Mid-Michigan and Pine River Correctional Facilities have consolidated in to one facility. The school has now doubled in size and the secretary has additional responsibilities.






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		The primary function of the work area is to provide secretarial services to the School Principal. Also services may be provided by this position to the teachers.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			26. What are the minimum education and experience qualifications needed to perform the essential functions of this position.



	

	
	
	
	
	
	
	

		EDUCATION:



	
	
	
	
	

	
	
	
	
	
	
	

		Education level typically acquired through completion of high school.




	
	
	
	
	
	
	

		EXPERIENCE:



	
	
	
	
	

	
	
	
	
	
	
	

		Three years of administrative support experience where use of a personal computer to prepare correspondence, reports, charts, etc., or to enter/retrieve/update information is an essential part of the work, including one year equivalent to experienced-level administrative support work or equivalent to a Secretary 7 or Legal Secretary 7.




	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		Considerable knowledge is required in the following areas: office practices, equipment, correct grammar usage, spelling and punctuation, specific clerical tasks including letter and report preparation, techniques of office management including ordering of supplies; scheduling appointments and appropriate telephone skills. Must have ability to follow complex instructions, communicate effectively and efficiently, compose routing correspondence and reports, and transcribe dictation.




	
	
	
	
	
	
	

		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.



	

	
	
	

	
		None



	

	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
		
	
	
	
	

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



	

	
	
	
	
	

	
		



	
		5/11/2012



	

	
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



