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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-MICHIGAN STATE INDUSTRIES

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

	
	Budget and Operations Administration (BOA)

	4. Civil Service Position Code Description
	10. Division

	ACCOUNTANT-E
	Michigan State Industries (MSI)

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

	Cost Accountant
	Accounting

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

	PUMA, HUNTER; ADMINISTRATIVE MANAGER-1
	

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

	HEHRER, MADYSON M; STATE ADMINISTRATIVE MANAGER-1
	Grandview Plaza; 206 E Michigan Ave., Lansing, MI 48933 / Monday - Friday / 7:30AM - 4:00PM




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		Serves as Cost Accountant for MSI factories as assigned. Provides and directs the cost accounting function of the Business Office in various MSI factories through prisoner worker clerks. Prepares monthly reports for assigned factories with generally accepted accounting principles and theories. Prepares reports and summaries concerning inventories, prepares product cost estimates, audits prisoner payrolls, and establishes factory overhead rates. Conducts and verifies physical inventories on an annual basis along with weekly cycle counts. Investigates and resolves accounting discrepancies formulates and proposes changes to procedures.  Performs systemic internal control reviews and develops corresponding processes for the ERP program provided by Global Shop Solutions (GSS).



	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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:
	50

	Maintain and analyze material and factory costs at all stages of production.  This includes raw materials, work in process, finished goods, direct and indirect prisoner labor and all proper factory overhead costs.  Prepare monthly reports summarizing the above cost data in accordance with generally accepted accounting principles.   Help prepare and update procedures for MSI staff associated with Global Shop Solutions and other areas involving accounting as required.

	Individual tasks related to the duty:
	
	

	· Reviews and help prepare financial statements and accounting reports in the use of the ERP software, Global Shop Solutions. 
· Uses the State of Michigan accounting system, SIGMA, to help maintain and reconcile financial data to MSI ERP software, Global Shop Solution. 
· Uses Global Shop Solutions to help maintain and reconcile financial data for expenditures, receipts, and encumbrances.
· Designs, revises, and implements Global Shop Solutions accounting systems along with any procedures in accordance with GAAP.  
· Help review the budget of MSI.
· Prepare recommendations for improvements, controls, new methods, and other changes to improve the efficiency of accounting systems, such as Global Shop Solutions and the state accounting system, SIGMA.

	Duty 2

	General Summary:
	Percentage:
	25

	Annual preparation of cost estimates for standard products manufactured by all factories assigned and submit to the Business Office for approval.  As required prepare cost estimates for nonstandard products and products requiring special processing.

	Individual tasks related to the duty:
	
	

	· Meet with plant supervisors to obtain current contract material pricing and changes in processes to adjust estimates to current standards.
· Determine and analyze direct and indirect costs to determine the cost of finished goods by using Global Shop Solutions to create new and update current routers and cost estimate for factory use.  
· Update overhead rates for fixed and variable overhead.
· Conduct cost studies and implement cost allocation plans to individual factories.

	Duty 3

	General Summary:
	Percentage:
	15

	Conduct weekly cycle counts and physical inventories, which include overseeing the preparation of inventory tags, tag control, auditing physical count, reconciling Global Shop Solutions and prepare a report for management.  Assist financial analyst on quarterly validation of fixed asset list.  Provide adjustments as required.  Assist in auditing physical inventories for MSI factories in other regions.

	Individual tasks related to the duty:
	
	

	· Maintain records and prepare reports in Global Shop Solutions ERP.
· Help revise and implement inventory accounting system and procedures.
· Travel to factories to complete physical inventories.

	Duty 4

	General Summary:
	Percentage:
	10

	Audit prisoner payrolls and approve payment to institutions.  Frequent supervision of prison worker clerks' activity in compiling accounting data within the factory and assist in training of staff and prisoners for factory automation of GSS.  Analyze information for special reports as requested.  Prepare for and lead efforts to fully implement Global Shop Advanced Applications.  Other duties as assigned.

	Individual tasks related to the duty:
	
	

	· Reviewing and preparing statements and accounting reports.
· Provides consultation to other governmental units.
· Maintaining records and preparing reports, with the use of Word and Excel spreadsheets, along with ERP, Global Shop Solutions.  











	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

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




	
	

		Any decisions that are not in violation of published and known policies, directives, rules, regulations, explicit orders/instructions, administrative rules, statues and operating procedures.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		When unusual or atypical situations occur, I will discuss them with my supervisor and we work out a resolution.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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.




	
	

		Physical exertion is minimal; ability to walk and stand for long periods of time required when performing physical audits. Conditions and hazards exposed to include all those inherent to a correctional setting, i.e., prisoners, emergencies, etc.  This position is in direct contact with and supervises prisoner work activity.  






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			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?




	
	

	
		Account for manufacturing activity within multiple institutional factories. Maintain cordial and professional relationships with Factory Superintendents, Factory Staff, Lansing Central Office staff, customers and other MSI staff located at various facilities.






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		The updated PD reflects a shift toward using Global Shop Solutions (GSS) as the primary ERP system. Because of that change, duties in the updated PD focus on using and supporting GSS. The core cost-accounting, inventory, and cost-estimate responsibilities remain similar, but the updated PD removes duties tied to Syteline process documentation and system-upgrade tasks. Also added SIGMA accounting system language to the PD. 






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		Responsible for the cost accounting functions, supervision of prisoner clerk activity, verification of inventory and fixed assets and control and maintenance of Global Shop Solutions for all or assigned MSI factories.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			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 with at least 24 semester (36 term) credits in accounting.





	
	
	
	
	
	
	

		EXPERIENCE:



	
	
	
	
	

	
	
	
	
	
	
	

		
Accountant 9
No specific type or amount is required.

Accountant 10
One year of professional experience performing or auditing the systematic classification and evaluation of accounting data and the preparation of related financial and managerial reports equivalent to an Accountant 9 or Auditor 9.

Accountant P11
Two years of professional experience performing or auditing the systematic classification and evaluation of accounting data and the preparation of related financial and managerial reports, including one year equivalent to an Accountant 10, Auditor 10, or Assistant Auditor General 10.

Alternate Education and Experience

Accountant 9 - 12
Possession of a Certified Management Accountant certification (CMA) may be substituted for six months of Accountant P11 experience.

OR

Possession of a Certified Public Accountant certification (CPA) may be substituted for one year of Accountant experience.




	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		· Knowledge of generally accepted accounting theories, principles, methods, practices, and terminology.
· Knowledge of office practices and procedures and routine office supplies and equipment.
· Knowledge of the application of data processing and terminology as it applies to maintaining financial control and accounting records. 
· Knowledge of techniques that are commonly used in locating errors in accounting records. 
· Knowledge of generally accepted auditing principles, procedures, and practices.
· Knowledge of cost accounting and cost funding procedures. 
· Knowledge of governmental accounting and budgeting principles and procedures.
· Knowledge of federal grant procedures and reports.
· Ability to collect and organize accounting data, interpret its significance, and prepare accurate financial reports. 
· Ability to present accounting data in a clear and understandable manner to both technical and nontechnical users. 
· Ability to solve difficult and complex accounting and related financial problems. 
· Ability to analyze and recommend improvements in accounting systems. 
· Ability to maintain records and prepare reports and correspondence related to the work. 
· Ability to communicate effectively with others. 
· Ability to maintain favorable public relations.




	
	
	
	
	
	
	

		CERTIFICATES, LICENSES, REGISTRATIONS:



	
	
	

	
	
	
	
	
	
	

		A valid motor vehicle operator's license for assigned vehicles used to travel to various work sites must be maintained. 




	
	
	
	
	
	
	

	
		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.



	

	
	
	
	
	

	
		KATLYN SAYLOR



	
		3/25/2026



	

	
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



