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1.
Position Code

LIBASTEA11R

	
	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

Library Assistant-E (5-E7)
	
10.
Division

Treatment

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

Library Assistant
	
11.
Section

Administrative

	
6.
Name and Classification of Direct Supervisor

Michael James, Assistant Deputy Warden
	
12.
Unit

Library Services

	
7.
Name and Classification of Next Higher-Level Supervisor

Sarah Schroeder, Senior Executive Warden
	
13.
Work Location (City and Address)/Hours of Work

1960 US 41 S, Marquette, MI  49855

varies am and pm

	
14.
General Summary of Function/Purpose of Position

To assist the facility certified librarian in providing prisoner access to the institution’s law and general library services.

	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
  50  
Directly supervise the operation of the institutions general libraries located in Level V and Level I.

	Individual tasks related to the duty.

· Draft call-outs for general population prisoners to access the institutions general library.

· Receive and process requests from prisoners in segregation for general library materials.

· Assure that the institutions two general libraries are maintained in a neat and orderly fashion.

· Order and process in new materials including periodicals and general library books.

· Assist in supervision of the general libraries.



	Duty 2

General Summary of Duty 2
% of Time
  40  
Ensure prisoner access to courts is guaranteed and maintained in accordance with department policy and court mandates.

	Individual tasks related to the duty.

· Draft call-outs for general population prisoners to access the institution’s law library.

· Assist prisoners in finding the materials that they need to proceed through the courts.

· Process requests from segregation prisoners for the delivery of books to those individuals.

· Conduct inspections of the legal materials and assist in regular inventories of the law library and mini libraries.

· Assist in the supervision of the law library and Legal Writers Program.

· Supervise and direct the prisoners employed as general library clerks.


	Duty 3

General Summary of Duty 3
% of Time
  10  
Assist in the maintenance and upgrading of institutional operating procedures as they relate to library operations.

	Individual tasks related to the duty.

· Continuously review and update operating procedures as needed, especially relating to schedules and delivery of materials to prisoners who cannot access the libraries directly.

· Annually update the ACA files that address law and general library operations.

· Supply information for monthly reporting requirements as needed.

	Duty 4

General Summary of Duty 4
% of Time





	Individual tasks related to the duty.

· 


	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.

Supervision and direction of prisoners.  These decisions impact on the individual prisoners and impact on the consistent and smooth operation of the libraries.

Organize and maintain records.  Prisoners’ access to the courts is often the subject of litigation, therefore, consistent and accurate recordkeeping is paramount.

Scheduling prisoners access to the law and general libraries.

Maintaining orderly and efficient general library operations.

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

Work schedule

Operational hours

Equipment purchases

Operational issues that impact other areas of the facility such as housing units, meal lines, security, etc.

Issues that may be subject to litigation.

	
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.

This position routinely requires the assigned individual to transport quantities of books to the segregation units and occasionally requires the individual to transport books and periodicals from the institution’s mail room to the libraries.  The position also requires that the individual frequently remove and return books to the shelves in both libraries and this involves reaching and crouching.  Routinely the assignment is indoors but occasional the assistant librarian must traverse out of doors to deliver to the general and mini libraries in the trusty division.  Exposure to prisoners on a regular and recurring basis as this assignment is located within the secure perimeter.

	
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?

To provide the Level V and Level I prisoners access to the courts via the facility law library and to the general libraries which is a leisure time function.  The individual is assigned responsibility for maintaining adequate and prescribed materials in both areas as well as necessary supplies.  The individual is also responsible for supervising prisoners employed in both the law and general libraries and the Legal Writer Program.  The assigned individual is also responsible for the day-to-day operation including call outs of both libraries.

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

An increasing amount of emphasis has been placed on the supervision of the law library and Legal Writer functions.  An increasing amount of prisoners utilize the law library.  Generally these prisoners are the Department’s more sophisticated.  

Both library operations have seen the introduction of computers and in the law library these computers are accessed by the prisoners.  Security of data processing equipment is a primary concern.

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

To provide access to the law library which is mandated by policy and the courts and to augment the leisure time programs by providing effective general library services.  The institution operates one main law library and three mini libraries.  The institution operates a main general library and one satellite operation in Level I.  This position assists the assigned certified librarian in all functions of those assignments.

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

	EDUCATION:

Education level typically acquired through completion of high school.

	EXPERIENCE:

Library Assistant 5 - No specific type or amount is required; 
Library Assistant 6 - One year of experience equivalent to a Library Assistant 5; 
Library Assistant E7 - Two years of experience equivalent to a Library Assistant 5, including one year equivalent to a Library Assistant 6.

	KNOWLEDGE, SKILLS, AND ABILITIES:

None.

	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

