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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
DOC-PARNALL FACILITY
3. Employee Identification Number
9. Bureau (Institution, Board, or Commission)
Correctional Facilities Administration
4. Civil Service Position Code Description
10. Division
Trades Instructor-E
5. Working Title (What the agency calls the position)
11. Section
TRADES INSTRUCTOR P11
EDUCATION
6. Name and Position Code Description of Direct Supervisor
12. Unit
FRIEDMAN, BRIAN L; SCHOOL PRINCIPAL-3
VOCATIONAL SCHOOL
7. Name and Position Code Description of Second Level Supervisor
13. Work Location (City and Address)/Hours of Work
GAY, HEATHER M; STATE ADMINISTRATIVE MANAGER-1
 / M-F / 

	

	
	14. General Summary of Function/Purpose of Position
The employee in this position will teach business education technology/employment readiness, administer appropriate tests, and provide counseling to help prisoner students prepare for employment when released.  The employee will work with employers to facilitate job interviews for Vocational Village students prior to release.  Additionally, the employee will organize tours of the Vocational Village for potential employers, job placement agencies and public officials.  Eighty percent of the work week is spent in direct supervision of prisoners within the perimeters of a multi-level correctional facility.  This position will assist in overseeing the delivery of Employment Readiness programming and will teach employment/release preparation skills to qualified prisoners that reflect current and future labor market trends.  Areas of instruction will include Job Searching and Workplace Skills, Financial Literacy, and Introductory Computer Skills.  The purpose of the position is to directly assist graduates of the Vocational Village program with job search and placement prior to parole.
 
 

	


	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	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:
65
Work directly with Vocational Village students to create and update their resumes and facilitate job interviews with employers prior to release.  Build and maintain relationships with prospective employers.  
Individual tasks related to the duty:
· Build and maintain relationships with employers who are receptive to hiring returning citizens
· Interview Vocational Village students to develop an Employment Plan by clarifying, evaluating, and analyzing experience, education, certifications, aptitudes, abilities, and interests to create and/or update a resume’ for each participant.
· Provides employment guidance to prisoners in finding the proper type of work by conducting individual interviews and group counseling/training programs.
· Instruct and work with prisoners within in the Vocational Village on creating and updating resumes. 
· Facilitate interviews for Vocational Village students with prospective employers prior to release
· Provide tours of the Vocational Village program to employers, community job placement organizations and government agencies
· Maintain tracking spreadsheets and report out on Vocational Village metrics
· Coordinate with employers, facility staff and students to facilitate employment interviews by conference call, skype or face to face.
· Function as a liaison and attend meetings with state and federal agencies and private and public organizations to develop an employment
Duty 2
General Summary:
Percentage:
25
Teach employment preparation skills that reflect current and future trends in the labor market as well as financial literacy, entry level computer skills and supplemental programming.  
Individual tasks related to the duty:
· Provide instruction in job seeking and resume’ building. 
· Provide instruction in Financial Literacy.  
· Provide instruction in Microsoft Digital Literacy.   
· Prepare lesson plans, identify, and implement best practices and determine instructional methods of delivery for classes. 
· Utilize best practices in job counseling and placement.
· Collect and maintain program data, maintain records, and assist with development, preparation and/or completion of various forms.
· Administer tests and assessments.
· Maintain records and prepare reports and correspondence related to work. 
· Aid in determining program needs.
Duty 3
General Summary:
Percentage:
5
Maintain knowledge and skill through professional training and in-service.
Individual tasks related to the duty:
· Successfully complete all New Employee Training.
· Complete departmental In-Service Training.
· Attend and participate in on-going professional development designed to improve student achievement.  
· Comply with department and facility administration rules, policies, and procedures. 
Duty 4
General Summary:
Percentage:
5
Perform other tasks that are assigned.
Individual tasks related to the duty:
· Complete tasks related to the duty.  

	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	16. Describe the types of decisions made independently in this position and tell who or what is affected by those decisions. 
· Choose books & other resource materials to be available to students to successfully complete program and to assist in planning their release to the community.  Decide who needs special/extra assistance for lab work, via assessments & provide necessary assistance.  Make decisions concerning conduct of the students.  Make decisions that affect the tutors who work for the instructor. Contacting employers and outside groups, setting up tours. 

	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	17. Describe the types of decisions that require the supervisor's review. 
Decisions on purchasing of items, monthly reports, removal of student, Job Fair and Open House planning, Decision that impact the Vocational Village Administration or Department. 

	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	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.
Standing, sitting, walking, lifting, and moving items in classroom and facility.  Candidate has regular unsupervised access to and direct contact with prisoners or parolees.

	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	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.
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
N
Approve leave requests.
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 essential duties of this position are to prepare vocational village students for reentry into society by delivering Employment Readiness programming, building resumes’, and interviewing skills.  Additionally, this position will facilitate job interviews for vocational village students and build relationships with potential employers by organizing facility tours. 
   

	

	
	
	
	
	
	
	
	
	
	
	

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

	

	
	
	
	
	
	
	
	
	
	
	

	
	
	25. What is the function of the work area and how does this position fit into that function?
The mission of the MDOC Prisoner Education system is to facilitate the transition from prison to the community by assisting prisoners in the development of their academic, workplace, and social competencies through effective and cost-efficient programs.
This position enhances the mission statement of the Prisoner Education section by preparing students to function in the workplace by assessing each student’s ability to learn, listen, communicate, provide appropriate instruction, work in teams, and solve problems.

	

	
	
	
	
	
	
	
	
	
	
	

	
	
	26. What are the minimum education and experience qualifications needed to perform the essential functions of this position.
EDUCATION:
Possession of an associate degree in an area of the specific trade or occupation to be taught.

EXPERIENCE:
Trades Instructor P11
No specific type or amount is required.

Alternate Education and Experience
Trades Instructor P11
Possession of an appropriate bachelor's degree, master's degree, or vocational teacher certification may be substituted for the education and experience requirements.
Educational level typically acquired through completion of high school and four years of recent experience in the practice of the specific trade or occupation to be taught, including six months of experience training others in the trade or occupation may be substituted for the education and experience requirements.
This position was established with SUBCLASS CODES - TRDBUSEDUC (Business Education Technology/Employment Readiness) and TRDJOBDEV (Job Development)
**If a position is assigned one subclass, the applicant selected to fill it must satisfy the subclass criteria. If a position is assigned more than one subclass, the applicant selected must satisfy at least one of the subclasses.**
KNOWLEDGE, SKILLS, AND ABILITIES:
Knowledgeable in current workforce development and employability practices.  Knowledgeable in computer applications including Microsoft Office.  Corrections experience and adult teaching experience would be desirable, but not mandatory
CERTIFICATES, LICENSES, REGISTRATIONS:
None are necessary. 
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.
NA

	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	I certify that the entries on these pages are accurate and complete.
PAUL DEAN
1/28/2019
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

	

	
	
	
	
	
	
	
	
	
	
	


