	Position Code
1. LIBRTCHE


State of Michigan
Civil Service Commission
Capitol Commons Center, P.O. Box 30002 Lansing, MI 48909
POSITION DESCRIPTION
	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-CARSON CITY FAC/CARSON CIT

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

	4. Civil Service Position Code Description
Library Technician-E
	10. Division
Carson City Correctional Facility

	5. Working Title (What the agency calls the position)
Library Technician
	11. Section
Prisoner Services

	6. Name and Position Code Description of Direct Supervisor
NEVINS, KHRIS W; ASSISTANT DEPUTY WARDEN-3
	12. Unit Library

	7. Name and Position Code Description of Second Level Supervisor
MATES, MATTHEW P; STATE DEPUTY WARDEN-1
	13. Work Location (City and Address)/Hours of Work
10274 Boyer Rd., Carson City, MI  48811 / 40 hours per week

	14. General Summary of Function/Purpose of Position
The library technician is responsible for assisting the librarian in the operation of two libraries and segregation collection at the facility.  The position includes the supervision of inmate workers and a prisoner legal writer, as well as supervising inmate library users.  The library technician uses professional skills and judgement in providing an institutional library which meets Department and library standards.  This position serves as support staff for a two-person unit, including a shared librarian and library technician.  This position is physically located within the confines of the secure perimeter of a state prison.  



	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:	60
Assures compliance of the library operations with Department policy and court ordered programs.
Individual tasks related to the duty:
· Oversees day-to-day operations of the library, including supervising call out periods and making regularly scheduled visits to level 2, level 4 and segregation as needed.
· Observes inmate behavior and activity to ensure they are complying with Department policy and procedures.
· Evaluates inmate workers' job performance.
· Facilitates prisoner book/periodical purchase.
· Supervises prisoner legal writer and performs tasks related to the program.
· Receives and processes prisoner's requests to visit the library on a daily basis. 

	Duty 2
	General Summary:	Percentage:	5
 Represents facility in responding to library-related questions 
Individual tasks related to the duty:
· Attends professional conferences/seminars to keep abreast of current developments in the library field.
· Attends Department librarian meetings to share with and learn from other prison library staff and to discuss the impact of Department changes on library operations.

	Duty 3
	General Summary:	Percentage:	10
Serves as support staff for facility librarian.
Individual tasks related to the duty:
· Instructs prisoner clerks on how to perform essential library tasks.  Provides ongoing training as needed.
· Delegates tasks and assignments to prisoner clerks for completion, including the issuing of overdue notices, and processing of incoming mail and other materials.
· Advises librarian on policy-related matters.  

	Duty 4
	General Summary:	Percentage:	20
Maintenance of library collection
Individual tasks related to the duty:
· Supervises prisoner/clerk's use of automated catalog and circulation system.
· Oversees weekly overdue materials process.
· Retrieves returned books from library drop box.
· Oversees processing of new periodicals and legal materials. 

	Duty 5
	General Summary:	Percentage:	5

	Other duties as assigned.
Individual tasks related to the duty:
· Investigate prisoner grievances.
· Attends regularly scheduled facility meetings related to the library and programs operations. 


16. Describe the types of decisions made independently in this position and tell who or what is affected by those decisions. 
Scheduling of prisoner library users for law library and general library; including the prisoner clerks, legal writer appointments, and legal copies/notary requests.  Process legal copies as per MDOC policy.  
17. Describe the types of decisions that require the supervisor's review. 
Decisions which affect other areas of prisoner services at the institution; (ie. scheduling must fit in with the scheduling of other programs and with other activities of the institution, such as count times and meal schedules).  The formulation of any rule or policy change relating to library services.  Approval is also required for implementation of library-related programs.  
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.
Continually carrying and lifting books and other library materials.  Walking from the institution library to the housing units.  Incumbent has regular unsupervised access to and direct contact with prisoners.  The worksite is located within the secure perimeter of a multi-level security prison.  Position also requires spending a considerable amount of time working on a computer.  
19. List the names and position code descriptions of each classified employee whom this position immediately supervises or oversees on a fulltime, 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	Approve leave requests.	N	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?
The library technician shares responsibility for many operations affecting the general and law library operations.  The library technician must have a working knowledge of library practices in general and be well-versed in the MDOC policy and procedural requirements for both law and general library.  This position requires excellent interpersonal communications, basic computer knowledge as well as planning and time management skills. 
 
24. Indicate specifically how the position's duties and responsibilities have changed since the position was last reviewed.
Updating position description to downgrade from an advanced level 11 to an entry level 8-10.  
25. What is the function of the work area and how does this position fit into that function?
The prisoner programs and services are responsible for education, special education, career and technical training, recreation and leisure time activities, program classification, religious services and substance abuse treatment.  The library plays a critical role in support of each of these services.  Additionally, the law library provides prisoners with access to the courts if they are otherwise unable to have legal representation.  
	26. What are the minimum education and experience qualifications needed to perform the essential functions of this position.
EDUCATION:
Completion of two years of college (60 semester or 90 term credits) with 15 semester (24 term) credits in one or a combination of the following: library technology, audio-visual technology, or media technology.
Education typically acquired through completion of high school.
EXPERIENCE:
Library Technician 11
Three years of experience equivalent to a Library Technician, including one year equivalent to a Library Technician E10.
Alternate Education and Experience
Library Technician 8 - 11
Four years of office support experience in a library setting, two years of which shall have been equivalent to the experienced (E7) level, may be substituted for the education requirement.
Library Assistant 8
Three years of experience equivalent to a Library Assistant, including one year equivalent to a Library Assistant E7.
KNOWLEDGE, SKILLS, AND ABILITIES:
Knowledge of library methods, materials, and organization.  Knowledge of the methods of classifying, cataloging, and shelflisting books.  Knowledge of the Dewey Decimal and Library of Congress classification systems.  Knowledge of card catalogs, indexes and other reference material used in the library.  Knowledge of research methods used in locating materials.  Ability to understand and carry out instructions.  Ability to operate audio-visual equipment or other equipment used in the work.  Ability to assemble material quickly and efficiently.  Ability to select and compile data for correspondence and reports.  Ability to compose routine correspondence.  Ability to interpret instructions and guidelines to resolve work problems.
 
CERTIFICATES, LICENSES, REGISTRATIONS: n/a
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.
N/A
	I certify that the entries on these pages are accurate and complete.
HAZEL GALLAGHER 	6/15/2026

	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



