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1.
Position Code

SECRTRYAC49R

	
	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

	
3.
Employee Identification Number


	
9.
Bureau (Institution, Board, or Commission)

Correctional Facilities Administration

	
4.
Civil Service Classification of Position

Secretary A
	
10.
Division

G. Robert Cotton Correctional Facility

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

Deputy Warden’s Secretary
	
11.
Section

         Deputy Warden’s Office

	
6.
Name and Classification of Direct Supervisor

J. Jarrett, State Deputy Warden
	
12.
Unit

Deputy Warden Section

	
7.
Name and Classification of Next Higher Level Supervisor

N. Nagy, Senior Executive Warden-1
	
13.
Work Location (City and Address)/Hours of Work

3500 N. Elm Road, Jackson, Michigan 49201
0800 – 1630, Monday ~ Friday 

	
14.
General Summary of Function/Purpose of Position

Position serves as a secretary to the Deputy Warden.  Performs advanced secretarial duties which are a substantial and essential portion of maintaining the efficient and effective operation of this office, maintaining a high level of confidentiality.  At this level, this position has increased responsibility in such areas as interpreting the supervisor’s point of view, serving as liaison to staff and higher-level management, researching and preparing materials for the Deputy Warden, and participating in other assistant activities as identified in the Additional Job Duties.  Assists the Deputy Warden in the preparation of facility procedure, budget maintenance, employee performance, and other areas related to custody, housing and programs sections.  This position functions as a liaison to other facilities, Central Office, the Deputy Warden and his subordinate staff.  This position is located within the secure perimeter of a multi-level facility with a housing capacity of 1952 prisoners.  

	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


Performs advanced administrative support services to the Deputy Warden.  

	Individual tasks related to the duty.

· Reviews & compile Deputy Warden & Warden monthly reports. – Includes Insyte access/runs.
· Reviews all Critical Incident Reports for correctness/completeness prior to Deputy Warden approval.  Responsible for maintenance of Critical Incident Log and File.

· Organizes & submits quarterly and yearly specialized reports and surveys for Deputy Warden – Boilerplate, ACA, Critical Incident Report, Capacity Certification.

· Prepares and Maintains SPON files.  Forwards SPONs to appropriate areas.  Responsible for SPON file.
· Attend confidential meetings and assemble Post Incident Critique Manuals for Deputy Warden, Warden & CFA.

· Serves as liaison between Deputy Warden and staff on follow-ups and staff responsibilities/assignments.
· Schedules meetings, takes minutes and transcribes for Deputy Warden’s review and approval.

· Maintains Deputy Warden’s calendar on GroupWise ensuring schedule is correct, tasks noted.  Prepares Calendar for Deputy Warden at beginning of every week.
· Retention coordinator for Deputy.  Maintains knowledge of department’s retention and disposal schedule.

· Prepares mail for Deputy Warden review and signature and distribution.

· Reviews & Updates the Disturbance Control Manual. 

· Maintains all Policy and Procedure, DOMs and Post Order Manuals for Deputy Warden (Including read & signs for his staff).

· Reviews all details for correct information prior to Deputy Warden approval.

· Timekeeper for the Deputy Warden’s staff and Backup Timekeeper for the School.

· Prepare Travel Arrangements and Travel Voucher for Deputy Warden.   Ensure copies of Arrangements are forwarded.
· Responsible for Funeral Run Information Packet (Detail, Obtain Officers/Officer Information Sheet with visitors attending,       etc.,, Map, Travel Voucher, Prisoner Info, Financial Account Cost Sheet. 

	Duty 2

General Summary of Duty 2
% of Time
35


    Performs additional secretarial duties for the Deputy Warden and serves as backup to secretarial staff.

	Individual tasks related to the duty.

· Composes memorandums, letters, documents.
· Form appropriate litigation responses to lawsuits.

· Create and distribute forms and charts for Deputy Warden and various staff.

· Create manuals for various staff.

· Maintains subject and confidential files. Purges and disposed of outdated reports.  

· Collects pertinent data from other work units responsible to the Deputy Warden for reporting purposes.

· Prepares weekly and monthly statistical reports for the Deputy Warden and Warden.

· Attends all mandatory training.  Completes all computer based training.

· Knowledge and care of office equipment, including some maintenance.  Maintenance care/info/ordering of Ricoh/IKON machine.
· Responsible for appropriate budget orders in Deputy Warden’s area.


	Duty 3

General Summary of Duty 3
% of Time
10


  Serves as liaison between Deputy Warden, facility staff, Central Office, other facilities, prisoners, and civilians.

	Individual tasks related to the duty.

· Regular contact with administrative staff from other facilities.  Must maintain confidentiality of pertinent information.
· Must ensure all facility contacts are relayed properly and timely to the Deputy Warden.

· Responsible for all timely coordination/emailing of reports (following approval by Deputy Warden) to proper Administrative staff in CFA or Legislature (Boilerplate, Capacity Certification, etc.)

· Maintain Excel tracking of Critical Incidents, Grievances, Employee Accident Reports, Prisoner Accident Reports, Litigation, Misconducts, Substance Abuse, SPONS, etc. for the Deputy Warden.

· Maintain knowledge of CMIS codes for all areas for Deputy Warden responsibility for his requests.



	Duty 4

General Summary of Duty 4
% of Time
10


Accepts a variety of additional advanced secretarial duties and special projects as requested by the Deputy Warden.

	Individual tasks related to the duty.

· Coordinates, distributes and tracks ACA files that Deputy Warden is responsible for.
· Completes ACA files as directed by Deputy Warden.

· Accepts all additional duties as directed by the Deputy Warden.


	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.

Composition of correspondence (letters, memoranda, reports, grievances, investigations) for the Deputy Warden’s signature.
Maintain statistical data/logs for monthly reports for Deputy Warden’s review/signature for the Warden.

Insyte Reports – Copy and prepare reports for Deputy and his staff; and Monthly Warden Report’s for various CFA reports.

Review and order items for Deputy’s staff.

Schedule and notify staff of meetings.

Copy staff with approved information for ACA, Court, Audits, etc.  

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

Decisions with regard to financial, personnel, confidentiality or policy implications.  
When an incident occurs that requires further clarification and/or guidance to ensure that the incident is handled professionally and correctly with policy and procedure with safety and security.  

	
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.

Work area is located inside the secured perimeter and daily unsupervised contact with prisoners is mandatory.  Security is important factor.  Must be alert to whereabouts.  
Must be able to lift objects (i.e. Xerox paper boxes/retention boxes); climbing stairs, reaching, walking (inclement weather), carrying items (manuals, papers), typing long periods of time.  

	
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?

Incumbent of this position must possess good organizational skills; this position must be able to provide advanced secretarial skills in writing, report preparation, and office management for the Deputy Warden; the ability to monitor, order, and maintain the budget; function as liaison for the Deputy Warden to several other department sections; the ability to perform advanced management assistant responsibilities and coordinate office functions.  Setting priorities and meeting deadlines as a daily important routine.  Confidentiality and discretion and extremely important aspects of this job.  Incumbent  provides back-up to other secretarial staff.  

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

This position functions as a secretary assistant to the Deputy Warden.  This facility has grown immensely in capacity and workload in this area.  Several job duties have been added to the Deputy Warden’s area of control; therefore adding many additional job requirements have been applied to the secretary.  Incumbent has the ability and knowledge to develop automated programs, assist in the development of operational procedures, coordinate programs and committees, work independently and the ability to prioritize jobs.  

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

The G. Robert Cotton Correctional Facility is a Multi-Level correctional facility (including a Segregation Unit) within the State with a capacity of 1952 prisoners.  Support and assist the Deputy Warden whose                                                                                                              responsibilities are to direct the custody, housing and program areas of the facility along with the ensuring that all staff are properly performing their jobs.  

	
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:

Four years of advanced administrative support experience where us of a personal computer to prepare correspondence, reports, charts, etc., or to enter/retrieve/update information is an essential part of the work.  

	KNOWLEDGE, SKILLS, AND ABILITIES:

Typing, proficiency with personal computer, word processing skills (Microsoft Word, Microsoft Excel, Microsoft Access),
Office coordination, Basic knowledge of Policy Directives and facility Operating Procedures.

	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


Page 2

