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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-BROOKS FACTY/MUSKEGON TEMP

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

	
	Corrections Facility Administration

	4. Civil Service Position Code Description
	10. Division

	GENERAL OFFICE ASSISTANT-E
	Earnest C. Brooks Correctional Facility

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

	General Office Assistant-E
	Administration

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

	DAWSON, JAMES; ADMINISTRATIVE MANAGER-3
	MailRoom

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

	KING, CHRISTOPHER; SENIOR EXECUTIVE WARDEN
	2500 S Sheridan, Muskegon, MI / Monday - Friday:  8:00 am to 4:30 pm




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		Assist in all aspects involved with processing of all facility and prisoner mail for E.C. Brooks Correctional Facility.
This includes all institutional/ Inter office mail runs as well as US mail insuring it is received in a timely manner. Logs funds returned. Opens and searches all mail for contraband. Copies all incoming mail and processes it to go inside the facility. also checks mail for unacceptable content and fills out rejections for mail and packages coming through the mail room.



	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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

	Open, sort, inspect and distribute all incoming prisoner mail and institutional mail.

	Individual tasks related to the duty:
	
	

	· Sort all incoming mail and make copies of original mail to be processed.
· Record the prisoner room number on incoming mail utilizing COMS programs.
· Open all mail except those exempts by agency guidelines, and search for contraband items and money.
· Sort all prisoner and staff mail. Distribute staff mail and bag prisoner mail by housing unit and deliver to bubble area for internal distribution.
· Document all incoming legal mail and deliver it and the corresponding log to control center.
· Verify prisoner information utilizing COMS program.

	Duty 2

	General Summary:
	Percentage:
	5

	Record funds returned to sender. (Money orders)

	Individual tasks related to the duty:
	
	

	· Prepare an incoming money/vendor log to record amount received.
· Submit proper receipt to prisoner.
· Complete any package rejection or return to sender for unacceptable items coming in through the mail.

	Duty 3

	General Summary:
	Percentage:
	20

	Expedited mail processes

	Individual tasks related to the duty:
	
	

	· Log expedited legal mail for facility.
· Ensure prisoner has sufficient postage and filing fees.

	Duty 4

	General Summary:
	Percentage:
	15

	Sort outgoing mail according to inter departmental or US mail ensuring US mail has proper postage and that ID mail has correct addresses, departments.

	Individual tasks related to the duty:
	
	

	· Provide special handling services when necessary, such as certified, registered or special delivery mail.
· Weigh and apply postage for outgoing mail
· Replenish postage for the postage meter
· Ensure outgoing mail has prisoner name and ID number along with facility name and address as the return address on the envelope.
· Process J Pay documents and scan for acceptability

	Duty 5

	General Summary:
	Percentage:
	20

	Provide general office services in the mailroom area.

	Individual tasks related to the duty:
	
	

	· File, copy prepare reports regarding all mail room activities. Daily mail log monthly reports.
· Order and maintain all office supplies for the area.
· Update logs, answer prisoner grievances look up and log packages and books.
· Keep updated records for prisoner room locations and locks along with prisoner numbers for mailing processes.
· Keep accurate records for all rejection information.
· Respond to public and staff questions through email or written correspondence answer telephone calls.
· Forwarding processes for mail to prisoners that have been relocated.









	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

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




	
	

		Responding to prisoner written request regarding mail room issues. Prioritizing duties enabling completion of mail processing each day, according to workload on the given day. Perform individual task according to agency guidelines policies and procedures.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		Rejected mail items that require an administrative hearing. Questionable items received in the mail or through J Pay system. Postage loans for legal mailings and special handling documents.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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.




	
	

		Frequent lifting and carrying bending standing crouching retrieving mail form drop off point.
Periodic exposure to unknown substances while inspecting  incoming mail.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			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 is primarily responsible for processing of incoming and outgoing mail and packages for approximately 1200 prisoners.
This entails opening inspecting and copying mail and inspecting for contraband and inappropriate content. Directing mail to the proper destination along with documentation for rejected items.






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		No change






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		This area is primarily responsible for processing all incoming and outgoing mail and packages into and out of this facility.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			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:



	
	
	
	
	

	
	
	
	
	
	
	

		
General Office Assistant 5
No specific type or amount of experience is required.

General Office Assistant 6
One year of administrative support experience. 

General Office Assistant E7
Two years of administrative support experience, including one year equivalent to the intermediate level.




	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		Considerable knowledge of general office practices, considerable knowledge of filing and general record keeping. Understanding the computer programs required to perform this function. Ability to operate standard office equipment. Ability to work under stressful conditions and meet deadlines. Ability to interrupt instructions and guidelines to resolve work related issues.




	
	
	
	
	
	
	

		CERTIFICATES, LICENSES, REGISTRATIONS:



	
	
	

	
	
	
	
	
	
	

		Valid driver's license to be able to drive state vehicles.




	
	
	
	
	
	
	

	
		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.



	

	
	
	
	
	

	
		MAYGAN SCHAUB



	
		5/3/2022



	

	
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



