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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-CORRECTN CENTRAL OFFICE

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

	
	Correctional Facilities Administration

	4. Civil Service Position Code Description
	10. Division

	General Office Assistant-E
	Operations Division

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

	General Office Assistant
	Central Records Section

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

	SPAULDING, KAREN L; OFFICE SUPERVISOR-2
	Record Retention Unit

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

	SCHNELL, ALANNA; STATE ADMINISTRATIVE MANAGER-1
	1760 E. Parnall Rd. Jackson, Michigan 49201 / 8am – 4:30pm, Monday – Friday.




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		This position will be responsible for receiving offender files, from facilities across the states and other areas within the Department and shelving them properly and updating the appropriate database(s).  Also, identifying files that are needed at the facilities across the state and other areas of the Department, pulling the proper files needed, sending them to the requestor and updating the appropriate database(s).  
Additional duties include identifying files that need to be destroyed, pulling those files, sending those files for destruction and updating the appropriate database(s).  The staff member will retrieve a pull list each day and identify what, if any files, are needed by the facility staff or the FOA staff.  




	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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:
	30

	Accept files coming into the Record Retention Unit, ensure accuracy of the files, house the files in the proper place and update the database(s).


	Individual tasks related to the duty:
	
	

	· Receive offender files from facilities and other areas across the state.
· Audit the box/package of files based on what is in the box/package vs. what is on the packing slip.  When errors are found, bringing those errors to the attention of the sending staff member.
· Identifying the proper location for the file(s) and ensuring that all offender files for that particular offender are stored in the same area in the same order.
· Updating the database by ensuring bar codes are properly created, updated in the database(s) and all data is properly scanned/entered into the database.  


	Duty 2

	General Summary:
	Percentage:
	30

	Identify files needed in the facilities, central office, field offices or another area of the Department, pull those files and send them to the proper location.


	Individual tasks related to the duty:
	
	

	· Receive pull lists daily to identify which offender files need to be sent out of the Record Retention Unit.
· Gather the files needed in one area, create a packing slip or other documentation and update the database as to the location where the files are going to be sent.
· Package files according to MDOC Policies/Procedures and send them to the proper location using ID Mail or US Mail as necessary.
· Complete this in one business day from the time the request is received until the file(s) are packaged and deposited in proper area in the mail area.


	Duty 3

	General Summary:
	Percentage:
	30

	Destroy files in the proper manner at the appropriate time.


	Individual tasks related to the duty:
	
	

	· On a monthly basis, create a list of offender files to be destroyed based on the current Record Retention Schedule for the Department.
· Pull all files to be destroyed and place them in the proper destruction receptacle(s).  
· Ensure files on the destroy list are not to be held due to litigation holds, PSIs needed or historically significant reasons.
· Update the database to show each file(s) that is being destroyed.


	Duty 4

	General Summary:
	Percentage:
	10

	Other duties as assigned.


	Individual tasks related to the duty:
	
	

	Complete any and all duties assigned by the Supervisor or up the Chain of Command.










	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

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




	
	

		Identify what files are sent to the Record Retention Unit and ensure the list of incoming files matches, 100%, the packing slip sent electronically and with the files.  Identify what files are needed and pull all necessary files and send them to the requesting party.  Determine the accurate destruction date for any file in the Record Retention Unit.







	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		When there is not a clear list of files to be brought into the Record Retention Unit or there is not a clear list of files that need to be sent out to requestors.  Additionally, if an accurate destruction date can not be identified for any reason.







	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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.




	
	

		1. Standing for long periods of time.
2. Must be able to lift boxes as heavy as 50 pounds.
3. Must be able to push/pull destruction bins or carts up to 200 pounds.
4. Climbing stairs between stacks of files and working on the “mezzanine” pulling or delivering files to the proper place.
5. Must be able to use a manual and electronic pallet mover.
6. Must feel comfortable working in a warehouse style environment.








	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			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?




	
	

	
		Duties include receiving offender files, from facilities across the states and other areas within the Department and shelving them properly and updating the appropriate database(s).  Also, identifying files that are needed at the facilities across the state and other areas of the Department, pulling the proper files needed, sending them to the requestor and updating the appropriate database(s).  Identifying files that need to be destroyed, pulling those files, sending those files for destruction and updating the appropriate database(s).  are that the staff member will retrieve a pull list each day and identify, what if any, files, are needed by the facility staff or the FOA staff.   








	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
			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 function of the work area is to ensure all offender files are stored in an appropriate place for an appropriate timeframe upon the offender’s death, discharge from parole/max or being parole from MDOC custody.
 
This position takes care of the day to day operations of the Record Retention Unit, accepting files into and sending files out of the area for use other areas of the Departments.  Also destruction of all files at the proper time is a function of this position.







	

	
	
	
	
	
	
	
	
	
	
	

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



	

	
	
	
	
	
	
	

		EDUCATION:



	
	
	
	
	

	
	
	
	
	
	
	

		Education typically acquired through completion of high school.





	
	
	
	
	
	
	

		EXPERIENCE:



	
	
	
	
	

	
	
	
	
	
	
	

		
General Office Assistant 5
No specific type or amount of experience is required.

General Office Assistant 6
One year of administrative support experience. 

General Office Assistant E7
Two years of administrative support experience, including one year equivalent to the intermediate level.




	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		Organizational skills, forward thinking, intermediate level computer skills in Microsoft Office 2010, ability to lift heavy boxes, up to 50 pounds, ability to pull/push carts/bins up to 200 pounds, eyesight corrected to 20/20 and good hand eye coordination.





	
	
	
	
	
	
	

		CERTIFICATES, LICENSES, REGISTRATIONS:



	
	
	

	
	
	
	
	
	
	

		The candidate for this position may be required a criminal history background check.





	
	
	
	
	
	
	

	
		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.



	

	
	
	

	
		None



	

	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
		
	
	
	
	

	
		I certify that the entries on these pages are accurate and complete.



	

	
	
	
	
	

	
		



	
		4/10/2019



	

	
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



