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	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)
Correctional Facilities

		4.	Civil Service Classification of Position
General Office Assistant 5/6/7
		10.	Division
Administrative

		5.	Working Title of Position (What the agency titles the position)
General Office Assistance
		11.	Section
Record Office

		6.	Name and Classification of Direct Supervisor
Linda Wirth, Dept. Supervisor 12
		12.	Unit


		7.	Name and Classification of Next Higher Level Supervisor
Rich Brokaw, Warden
		13.	Work Location (City and Address)/Hours of Work
1727 W. Bluewater Hwy                  40 hours a week
Ionia, MI 48846                              Monday-Friday

		14.	General Summary of Function/Purpose of Position
This position separates major misconducts following hearing, enters charges on OMS/OMNI and processes forfeitures according to IBC policy for warden review and signature. Keeps track of Record Office supplies and orders supplies when needed. Processes incoming and inter-institutional transfers. Processes incarceration letters and FIA requests. Distributes Record Office mail. Files inmate material and other duties as required. Completes daily count and daily register and enters information on daily release sheet and daily bulletin. Enters vital document information into OMNI and creates file envelope if one is not available. 

	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	  45%	
Enters guilty and not-guilty tickets after court is heard and prepares forfeitures for Warden’s signature/approval.

	Individual tasks related to the duty.
-Copy docket for institutional areas that need the information.
-Separate each ticket and distribute to record file, counselor file, central office file, and Warden/Inspector
 copy.
-Enter each misconduct in OMS and enters sanctions in OMNI. 
-Prepare forfeitures by checking for available time and frequency of misconducts and severity of misconducts. Type forfeiture on Forfeiture Information Sheet.  Send to Warden for signature. 
-Send forfeiture to the Central Time Computation Unit for entry.  Separate forfeiture and distribute after entry has been complete.

	Duty 2
General Summary of Duty 2	% of Time	 25%	
Process incoming transfers.

	Individual tasks related to the duty.

-When prisoners arrive from other institutions, verifies prisoner meets appropriate criteria for admission.
-Ensures all misconducts have arrived with file and contacts sending facility if they have not.
-Checks file for any sanctions and notify Control Center of his status.
-Places prisoner’s name and number on daily release sheet.




	
Duty 3
General Summary of Duty 3	% of Time	25%	
Miscellaneous/filing

	Individual tasks related to the duty.
-Filing
-Send transfer mail to other institutions.
-Separate Record Office mail twice daily.
-Process Vital Documents.
-Process proof of incarceration letters.
-Answer questions from family members concerning prisoners.
-Answer questions from staff involving prisoner files and records.
-Prints and files PERs
-Substance Abuse Visitor Restrictions 
-Cross training.

	Duty 4
General Summary of Duty 4	% of Time	5%	
Daily count and bulletin

	Individual tasks related to the duty.
· Completes daily count and assures that all prisoners were appropriately moved by looking at daily register from previous day’s activities. Ensures IBC’s count is accurate on a daily basis.
       Completes daily bulletin
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	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.
Who needs to be put on a visitor restriction for substance abuse misconducts.  It affects the prisoner’s visiting privileges for a determine length of time. 

		17.	Describe the types of decisions that require your supervisor’s review.
Procurement requisitions and transfers.


		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.
Stooping, standing, sitting, walking, dust, noise. Done on daily basis. When filing, there is a lot of bending and standing.


		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?


		23.	What are the essential duties of this position?
The essential duties of this position are entering major misconducts on OMS, reviewing prisoner files for prisoners transferring to this facility.

		24.	Indicate specifically how the position’s duties and responsibilities have changed since the position was last reviewed.
Increase in processing of vital documents.

		25.	What is the function of the work area and how does this position fit into that function?
The function of the work area is to ensure proper prisoner information is available in the Record Office file and in OMS/OMNI. This position is responsible for the information revolving around major misconducts reports, ensuring incoming prisoners are appropriate for IBC, keeping filing up to date, making sure all file information is complete and accurate. 

		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:
None needed, but some time in MDOC Record Office is preferred.

	KNOWLEDGE, SKILLS, AND ABILITIES:
Knowledge of corrections procedure and terminology would be advantageous.  
-Knowledge of OMS and OMNI would be advantageous. 
-Microsoft Word skills.
-Possesses organization skills.
--Ability to be flexible

	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’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
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