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			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

	
	LEO-LABOR AND ECON OPPORTUNITY

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

	
	Michigan Rehabilitation Services (MRS)

	4. Civil Service Position Code Description
	10. Division

	State Division Administrator 17
	Michigan Career and Technical Institute (MCTI)

	5. Working Title (What the agency calls the position)
	11. Section

	MCTI Division Director
	

	6. Name and Position Code Description of Direct Supervisor
	12. Unit

	  Vacant - State Bureau Administrator 18
	

	7. Name and Position Code Description of Second Level Supervisor
	13. Work Location (City and Address)/Hours of Work

	Sigrid J. Adams 
Senior Management Executive 19
	11611 W. Pine Lake Road Plainwell, MI  49080 / 
Monday - Friday 8:00 A.M. - 5:00 P.M.  




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		This position provides executive leadership and administrative oversight over all activities at Michigan Career and Technical Institute (MCTI), a vocational and technical training center with on-campus residential facilities. This position ensures cost effective, customer-focused training and vocational rehabilitation services to persons with disabilities enrolled at MCTI. This position is directly responsible for the administration of the following: career and technical education: student support services, fiscal and budget management, program development, strategic planning/monitoring, policy formulation, special projects, strategic partnerships, labor relations, and associated Federal regulatory mandates. Additional responsibilities include oversight of infrastructure maintenance, capital improvements, and approval requirements. This position represents LEO-MRS/MCTI to community partners, regional government entities, legislative committees, and advocacy groups. This position is responsible for MCTI’s accreditation processes, which includes the Commission on Accreditation of Rehabilitation Facilities and Commission on Occupational Education. 



	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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:
	20

	This position provides administrative oversite of the work activities of the MCTI managers, departmental specialist, and executive secretary with a total of 75 Civil Service staff and approximately 350 students.  Evaluates staff performance; identifies professional development needs; plans, conducts and/or coordinates training addressing identified needs.

	Individual tasks related to the duty:
	
	

	· Management of staff by developing, monitoring, and facilitating annual workplans, disciplinary actions, approval of leave use, and work schedules. 
· Provide direction, guidance and assignment(s) to supervisors and staff.  Plan and implement corrective action plans, as necessary.
· Conduct and review annual performance evaluations; develop professional development plans, as necessary. 
· Administer labor management contract and provide guidance and consultation to supervisors for contract administration. 
· Select and assign staff, ensuring equal employment opportunities in hiring and promotions, identify staff development needs, and ensure that training is obtained; ensure that proper labor relations and conditions of employment are maintained.
· Provide consultation and coaching to first- and second-line supervisors to facilitate problem solving, growth, and optimal performance.  
· Demonstrate and apply techniques to build effective teams, promote critical thinking skills, and engage staff.

	Duty 2

	General Summary:
	Percentage:
	20

	Develop current and long-range plans and programs that have application to statewide labor force needs, trends, and developments by facilitating program expansion or enhancement and promote program effectiveness and efficiency.

	Individual tasks related to the duty:
	
	

	· Manage and direct the planning and development of initiatives for specific programs, disability groups, or services that support the bureau’s strategic plan and statewide initiatives.
· Coordinate with managers to identify employers' labor force requirements and evaluate program effectiveness in meeting the needs. 
· Coordinate the program evaluation systems within MCTI, including assessments, program content, evaluation, and corrective actions. 
· Identify and develop community partnerships with, but not limited to, intermediate school districts, community colleges, local business/employers, etc. 
· Confer with officials of federal, state, and local agencies, professional organizations, and interest groups on matters relating to the program.

	Duty 3

	General Summary:
	Percentage:
	20

	Manage the MCTI Support Services Unit:  Residential Services, Leisure Services, Food Services, Accommodations, Customer Services, and Facility Maintenance, which includes housekeeping, fire and safety, and transportation services.

	Individual tasks related to the duty:
	
	

	· Develop and implement systems to determine the service needs to internal customers. 
· Manage the provision of service delivery and administrative policies and procedures.  Manage, conduct, and assign routine and specific reviews and audits.  Develop and monitor corrective action plans. 
· Coordinate the provision of services at MCTI through scheduling assignments and directing the work of subordinate supervisors. 
· Oversee the progress of units by conducting staff and individual meetings with first- and second-line supervisors to discuss operating problems, organization, budgetary matters, personnel matters, technical problems, and the status of programs and projects. 
· Identify personnel needs, determine resources, submit various Department personnel requests to secure approvals and allocate personnel according to agency policy and MCTI’s Strategic Plan. 
· Analyze and develop management systems and reports to assess MCTI’s performance impacts; implement corrective action as required. 
· Develop and implement management systems that guide long range facility maintenance requirements. 
· Develop and implement management systems that are responsive to emergency facility situations (i.e., fire, tornado, utility problems, hazardous waste, evacuation procedures, pandemics, etc.) to ensure a safe and healthy environment for staff, students, and visitors.

	Duty 4

	General Summary:
	Percentage:
	20

	Manage the ongoing fiscal operations of MCTI through spending plan analysis and determination of budget needs, including budget development for capital outlay, personnel services, equipment, and materials, and to ensure that operations meet the requirements of Department of Management and Budget, the Michigan Department of Labor and Economic Opportunity and the Rehabilitation Services Administration.

	Individual tasks related to the duty:
	
	

	· Develop the MCTI’s annual spending plan via analysis of individual department needs based on annual workplans which define equipment and material, personnel, services, facility, and operational requirements. 
· Complete budget build-up process to identify annual departmental budget needs in various accounts, case services, operations, equipment, training, capital outlay, etc. 
· Submit plan in a timely manner to secure budget. 
· Follow policies and procedures to allocate budget to departments. 
· Analyze various management data to monitor budget use, to ensure spending according to plan and manage MCTI's budget. 
· Assures expenditure of funds consistent with laws, policies, and procedures pertinent to state and federal funds. 
· Adjust budget plan(s) to respond to changing circumstances (i.e., facility emergencies, service costs, funding adjustments, etc.)
· Provide direction to supervisors on fiscal management, as needed. 
· Manage and analyze contractual service needs and requests, requisitions, ensuring spending according to Department of Management and Budget's policies and procedures.

	Duty 5

	General Summary:
	Percentage:
	10

	Provide leadership and develop strategic plan for continuous improvement of the organization.  Exercise leadership by promoting communication, collaboration, and innovation within the organization and with community partners.

	Individual tasks related to the duty:
	
	

	· Participate in, chair, or provide input to statewide work groups focused on program effectiveness, policy development, customer satisfaction, service delivery efficiencies, finance, etc. 
· Ensure compliance with accreditation organizations, i.e., Commission on Occupational Education, and regulatory agencies, i.e., Michigan Occupational Safety and Health Authority (MIOSHA) to maintain accreditation and the highest levels of professional standards. 
· Participate in statewide or agency committees directed.

	Duty 6

	General Summary:
	Percentage:
	5

	Executive Team Representation.

	Individual tasks related to the duty:
	
	

	· Serves as a member of the bureau executive team.
· Participates in the development of overall bureau policies and long-term strategic planning.
· Presides over and/or participates on national, community development, and monitoring and control of division programs.
· Serves in an advisory capacity to the bureau director regarding national and statewide operational issues, opportunities, and solutions.
· May provide direction to the bureau in the absence of the bureau director; represents the bureau director on interdepartmental/bureau projects.

	Duty 7

	General Summary:
	Percentage:
	5

	Other duties as assigned.

	Individual tasks related to the duty:
	
	

	· Perform other duties as assigned by MRS leadership.









	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

	
		16. Describe the types of decisions made independently in this position and tell who or what is affected by those decisions. 




	
	

		· Supervision and development of administrative and support staff.
· Policy interpretation for staff and clients.
· Coaching staff for performance development.
· Program Evaluation.
· Program planning and development.
· Emergency management during environmental crisis and/or facility emergencies.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		· Significant, major changes in the appropriations bill.
· Changing allocation levels in accounts which significantly affect services to clients.
· Policy changes.
· Issues of statewide significance on matters involving potentially grave public consequences.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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.




	
	

		Frequent:  Sitting, talking, reading, writing, driving, and active listening.
Periodic:  Lifting, standing, walking, bending, stooping, climbing, kneeling, crouching, reaching, and carrying.
Conditions:  Generally, indoors in noisy setting with unstable ventilation.  Periodic exposure to inclement weather when driving to and from meeting sites.  High stress levels from crises requiring prompt judgments.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			19. List the names and position code descriptions of each classified employee whom this position immediately supervises or oversees on a full-time, on-going basis.




	
	
	

		

		NAME
	CLASS TITLE
	NAME
	CLASS TITLE

	Paul Sanford
	DEPARTMENTAL SPECIALIST-2 13
	Jennifer Woodcock
	EXECUTIVE SECRETARY-E E10

	Brian Smith
	DEPARTMENTAL MANAGER-4 15
	
	







	
	
	

		Additional Subordinates



	

	
	
	

	
		



	



	

	
	
	
	
	
	
	
	
	
	
	

	
			20. This position's responsibilities for the above-listed employees includes the following (check as many as apply):




	
	
	
	
	
	
	
	
	

	
		Y



	
		Complete and sign service ratings.



	
		Y



	
		Assign work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
		Y



	
		Provide formal written counseling.



	
		Y



	
		Approve work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
		Y



	
	
	

	
		Y



	
		Approve leave requests.



	
	
	
		Review work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
		Y



	
		Approve time and attendance.



	
		Y



	
		Provide guidance on work methods.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
		Y



	
		Orally reprimand.



	
		Y



	
		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?




	
	

	
		This position plans, organizes, directs, and controls the work activities of MCTI, a 24/7 residential training facility and is responsible for service delivery to ensure cost effective, customer responsive, comprehensive vocational rehabilitation to persons with disabilities.  This position has the direct responsibility for the administration within the MCTI that includes vocational rehabilitation, career and technical education, student support services, fiscal/budget management, program development; service delivery to clients; short term and long-range organizational planning; policy formulation; special projects; alliances and partnerships; consultation services.  This position captures and manages the flow of relevant customer information to enable quick and accurate delivery of services to customers; provides research and resource development supports; continuous improvement; and infrastructure management.  This position provides administrative leadership in MCTI’s accreditation processes that includes the Commission on Occupational Education. This position represents MCTI to community partners, regional government entities, legislative committees, and advocacy groups to develop innovative programs to enhance independence and employment opportunities for persons with disabilities.






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		AA requesting to update the PD, there is not a PD on file in Paris. This position is now solely responsible for the everyday operation of the Michigan Career and Technical Institute (MCTI).  






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		The function of the MCTI is to provide, in a residential setting, comprehensive rehabilitation services, occupational training, and job placement to the Michigan citizens with disabilities. The Division Director provides management, direction, control, and evaluation of the MCTI’s operations, budget, personnel, service delivery and program administration.  All supervisors report to this position on operational issues regarding service delivery and strategic planning.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			26. What are the minimum education and experience qualifications needed to perform the essential functions of this position.



	

	
	
	
	
	
	
	

		EDUCATION:



	
	
	
	
	

	
	
	
	
	
	
	

		Possession of a bachelor’s degree in any major.





	
	
	
	
	
	
	

		EXPERIENCE:



	
	
	
	
	

	
	
	
	
	
	
	

		State Division Administrator 17
Two years of experience as a professional manager or program/staff specialist, or equivalent experience.

Alternate Education and Experience
State Division Administrator 17
Education level typically acquired through completion of high school and three years of safety and regulatory or law enforcement experience at the 14 level; or, two years of safety and regulatory or law enforcement experience at the 15 level, may be substituted for the education and experience requirements.
Two years of professional managerial experience and five years in rehabilitation administration is preferred.




	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

	
	· Strong administrative skills including organizing, planning, directing, and controlling.
· Excellent Leadership skills  
· Good human relations skills including communications and empathic sensitivity.  
· Thorough knowledge of the vocational rehabilitation service delivery system.  
· Sound understanding of management principles and the ability to apply those principles to physical plant management and residential policy and operational requirements.




	
	
	
	
	
	
	

		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.



	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



