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1.
Position Code

MAINMCHAD07R

	
	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)

Corrections Facility Administration

	
4.
Civil Service Classification of Position

Maintenance Mechanic A
	
10.
Division

Cooper Street Facility

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

Maintenance Mechanic 
	
11.
Section

Administrative Operations

	
6.
Name and Classification of Direct Supervisor

Jeff Rice, Physical Plant Supervisor 2
	
12.
Unit

Physical Plant

	
7.
Name and Classification of Next Higher Level Supervisor

Lawrence Mason, Facility Mgr.  
	
13.
Work Location (City and Address)/Hours of Work

3100 Cooper Street, Jackson, MI 49201
M – F 6:30 AM – 3:00 PM

	
14.
General Summary of Function/Purpose of Position

The position is primarily and essentially responsible for performing work required or deemed necessary by the administration of the facility. This position is responsible to supervise assigned inmates on work crew in all the maintenance of the facility; installing new equipment along with the preventative maintenance on all the buildings and grounds at the facility; ensuring materials and equipment are in supply and ordered as needed.  

	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
40


Coordinate work assignments, supervise, train and evaluate prisoner crews in the proper methods and process necessary to carry out assignments, to include the proper use of hand and power tools and equipment. Performs installations of equipment, repairs and maintains mechanical, security systems, machinery and other equipment. 

	Individual tasks related to the duty.

· Review work orders as assigned
· Assigns work to prisoner crew members

· Troubleshooting malfunctions in various equipment
· Provides instruction and training in the proper methods and processes necessary to carry out assignments

· Reviews job performance of prisoner crew members by observing and critiquing work techniques and completed assignments

· Cleans, maintains tools and performs routine maintenance on various equipment
· 

	Duty 2

General Summary of Duty 2
% of Time
40


Completion of preventive maintenance work orders.

	Individual tasks related to the duty.

· Complete preventive maintenance work orders as assigned
· Supervise inmate work crews in performance of maintenance on facility structures and equipment to insure proper operation.

· Troubleshoot, analyze, service and repair malfunctions of equipment.


	Duty 3

General Summary of Duty 3
% of Time
10


Order and maintain supplies needed to keep facility operating on a daily basis. Ordering all tools and test equipment needed to troubleshoot and repair equipment.

	Individual tasks related to the duty.

· Determine materials needed for most frequently occurring repair work
· Prepares requisitions and monitors inventory

· Inspect and evaluate equipment to ensure that it operates efficiently and safely



	Duty 4

General Summary of Duty 4
% of Time
10


Studies blueprints and schematics to determine materials needed and labor time. Estimates costs and prepares purchase requests. 

	Individual tasks related to the duty.

· Studies blueprints and schematics and determines methods, materials and equipment needed to complete the assignment


	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.

Decisions that are required to complete assignments. These decisions are such as code requirements, proper repairs to be made on specific equipment. Evaluate equipment wear, normal/premature. Determine need for reconditioning of major or minor equipment and machinery. The failure to make appropriate decisions may affect the well being of prisoners and staff of the facility.

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

Decisions that require a supervisor’s review would include the expenditure of large amounts of money for equipment or supplies; the requesting of contractors for special projects, the determination of electrical projects and maintenance priorities and the method used to repair emergency electrical failures.

	
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.

The position requires the physical ability to complete assignments. Must be able to communicate both verbally and in writing. Must be able to walk, stand, climb, kneel, bend, crawl, crouch, lift reasonable weight, and enter into areas such as attics, catwalks, tunnels and basements. Must work outside in the cold, heat, wet, around odors, fumes, smoke, contaminated soil, water and air. The position is required to work within the secure perimeter of a correctional facility daily, five days per week and a minimum six hours per day. The incumbent may be required to work overtime.

	
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

	Prisoner Workers
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
20.
My responsibility for the above-listed employees includes the following (check as many as apply):


Complete and sign service ratings.
X
Assign work.


Provide formal written counseling.
X
Approve work.


Approve leave requests.
X
Review work.


Approve time and attendance.
X
Provide guidance on work methods.

X
Orally reprimand.
X
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?

The essential duties of the position are to complete and oversee maintenance work for the construction and maintenance projects of the facility and to function as a work crew supervisor. Coordinate work assignments, supervise, train and evaluate prisoner crews in the proper methods and process necessary to carry out assignments, to include the proper use of hand and power tools and equipment. Performs installations of equipment, repairs and maintains mechanical, security systems, machinery and other equipment. The essential function requires the person to have the ability to perform the work on his/her own. He/she must have the capabilities to respond to any given job without seeking special help to complete the assignment. He/she must carry out all duties assigned.

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

None.

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

The work area function is to provide maintenance services to the Cooper Street Correctional Facility. The position oversees the installation and maintenance of all structures and systems.

	
26.
In your opinion, what are the minimum education and experience qualifications needed to perform the essential functions of this position.

	EDUCATION:

 Possess a high school diploma or equivalent.

	EXPERIENCE:
Two years of experience assisting skilled trades workers in the mechanical or electrical trades and three years of maintenance mechanic experience including one year of experience equivalent to the Maintenance Mechanic E9 in state service.

	KNOWLEDGE, SKILLS, AND ABILITIES:
          Knowledge of the accepted practices, processes, materials, and tools of the maintenance trades; principles of electricity and electronics; electric motors, generators, pumps, pressure systems, water systems, and other equipment and systems found in state buildings and facilities; servicing and maintenance of simple power, heating and cooling units; the potential occupational hazards connected with maintenance work and the safety standards and practices, which should be applied; skill in the use of the tools of the maintenance trade; in the installation of various devices; in diagnosing the cause of equipment breakdowns, and in repairing and adjusting various devices; ability to interpret and apply blueprints, schematics, maintenance manuals, and assembly instructions, study and comprehend  new technology;  make mathematical computations; and to work from ladders, scaffolds, hydraulic towers, or in tunnels and crawl spaces. Knowledge of codes and regulations. Ability to train, instruct and assign work to others.


	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 1

