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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

           Corrections/Bellamy Creek Correctional Facility

	
3.
Employee Identification Number

          
	
9.
Bureau (Institution, Board, or Commission)

          Bellamy Creek Correctional Facilities

	
4.
Civil Service Classification of Position

           General Office Assistant-E 5/6/7
	
10.
Division

                 Bellamy Creek Correctional Facility

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

           Mail Room Clerk
	
11.
Section

                 Business Management

	
6.
Name and Classification of Direct Supervisor

          Chad Guilford, Facility Manager 14
	
12.
Unit

                 Mail Office

	
7.
Name and Classification of Next Higher Level Supervisor

          Rich Brokaw, Sr. Executive Warden 17
	
13.
Work Location (City and Address)/Hours of Work

                  1727 West Bluewater Hwy. Ionia, MI./ 48846
                   Mon – Fri    8:00a.m. – 4:30 p.m.

	
14.
General Summary of Function/Purpose of Position

          This position is responsible for processing all incoming and outgoing mail/packages for prisoners and staff.  This includes completing the necessary paperwork associated with it and following up with staff until the paperwork is complete.  Duties also include reviewing all electronic emails to and from prisoners, posting prisoner receipts and assisting in business office tasks.  All incoming mail and packages are searched for any form of contraband found in accordance with established policies and procedures.  Respond to prisoner grievances and kites.  

	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  35
Processing incoming mail including newspapers, magazines, and electronic emails. Open and search each individual piece of mail for illegal contraband.  Complete necessary paperwork required to handle mail and log in appropriate areas.  
Process legal mail per policy and DOMs. 




	Individual tasks related to the duty.
· Review all incoming and outgoing electronic emails for content violating policy.  This includes both written and photos attached to emails.  Reject anything not allowed by policy.

· Sort incoming mail separating staff, legal, and prisoner mail. Open and inspect all non-exempt staff mail and distribute into various mailboxes assigned to appropriate institutional areas.

· Process legal mail as required by policy ensuring it is sent to correct area for delivery to prisoner.

· Lock, and open prisoner mail inspecting for contraband as defined by policy. Separate mail containing money orders and/or contraband which require special handling and process per policy.

· Complete necessary paperwork to reject contraband logging onto spreadsheets.  Distribute paperwork to correct areas. Handle contraband according to hearing when paperwork is received back.  Follow up with appropriate staff until all paperwork is complete. 
· Forward mail for prisoners who have transferred via the US Postal Service or DMB S.W. Interdepartmental Mail.



	Duty 2

General Summary of Duty 2
% of Time 35
Process all forms outgoing mail and packages.





	Individual tasks related to the duty.

· Sort outgoing mail from staff and prisoner. Separate mail requiring postage and/or special mailing services such as legal, certified, registered, overnight express, FedEx or UPS.  
· Determine UPS cost and print label off UPS website or contact vendor for FedEx or UPS return label.  Complete any necessary documents required to accompany outgoing packages.  Log outgoing package information into appropriate area. 

· Complete forms required for special mailing service, affix postage, record charges on approved prisoner disbursement authorizations submitted per policy, and process inmate postage disbursements to charge prisoners for mailing.  
· Sort and distribute internal correspondence and prisoner kites into various mailboxes assigned to appropriate institutional areas.

· Forward or send outgoing mail via US Postal Service, DMB S.W. Interdepartmental Mail, UPS, and Overnight Express.


	Duty 3

General Summary of Duty 3
% of Time  15
Process catalog orders and log prisoner packages.





	Individual tasks related to the duty.

· Separate prisoner and staff packages. Open non-exempt staff packages and deliver to the appropriate areas or notify staff to pick up.

· Log all prisoner packages. Open and search prisoner packages for contraband as defined by policy.

· Compare product received to packing slip and order form to verify accuracy of received items.

· Search all incoming items for contraband or review material for appropriate content (books).  Reject any items violating policy and complete necessary paperwork logging in appropriate area.  Distribute paperwork to areas for handling and follow up with staff when needed until complete.

· Prepare a delivery receipt for packages containing acceptable items and forward to the property room for delivery to the prisoner.
· Match returning property work to packing slips/order forms and file.  Follow up with property officer until all signed paperwork is received back.
· Reconcile any differences and/or contact vendor to resolve differences.

	Duty 4

General Summary of Duty 4
% of Time  10
Assist Facility Manager and Accounting Technician with business office tasks.


	Individual tasks related to the duty.

· Enter disbursements into computer system to charge prisoners accounts or post vendor receipts into their accounts.

· Assist in facility purchases either via computer purchasing system or facility credit card.

· Back up for processing prisoner parolee paperwork.
· Back up for preparing and making bank deposits.

· Purchaser of office supplies for facility ensuring minimum order is processed.  Use credit card for purchases keeping log of everything and copy of purchase request, packing slip and invoice.  Reconcile log bi-weekly and submit for payment processing.

· Enter orders for warehouse supplies as needed.


	Duty 5

General Summary of Duty 5
% of Time  5

Keep legal logbook current. Other duties as assigned.



	Individual tasks related to the duty.

· Process outgoing legal mail including documenting in logbook, charging prisoner’s account, affixing appropriate postage on envelope, and charging prisoner’s account for any filing fees.

· Audit legal mail log for accuracy by staff.


	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.
Prioritization of daily work to determine what order tasks should be processed but always ensuring deadlines are met.  


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

           When clarification is required regarding legal mail and policy guidelines regarding contraband items.

	
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.

          A substantial amount of lifting packages and mail bags is required on a daily basis.

	
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?

            I agree with the responses for duties as described for items 1 – 18.

	
23.
What are the essential duties of this position?

          Sorts incoming and outgoing inmate mail to separate staff and prisoner mail.  Processes outgoing inmate property and institutional property.  Opens incoming prisoner mail, checking for contraband and handles accordingly.  Logs certified mail for prisoners and staff.  Log incoming and outgoing packages.  Must be thorough but accurate when processing mail and packages ,but able to meet daily deadlines.  Must be knowledgeable of policy and procedure in order to function in this position and able to research policies when needed for appropriate information.  

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

          This position’s duties have not changed

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

        The function of this area is to provide mail services to the institution and prisoners and to assist business office staff.  The position works for the facility and has contact with all staff at the facility.  


	
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

	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 7 – Two years of administrative support experience, including one year equivalent to the intermediate level

	KNOWLEDGE, SKILLS, AND ABILITIES:

           Knowledge of filing, general office practices, ability to understand and carry out instructions, ability to compare data, use a calculator, work under stressful conditions, meet daily deadlines, able to compile data for reports, ability to interpret instructions, and resolve work problems.

	CERTIFICATES, LICENSES, REGISTRATIONS:

          None

	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 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 Signature                                                                              Date


