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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)

	
	Office of the Director / Executive Bureau

	4. Civil Service Position Code Description
	10. Division

	DEPARTMENTAL ANALYST-E
	Offender Success Administration

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

	PRS Oversight Analyst
	Offender Success

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

	CLARK, DOUGLAS J; DEPARTMENTAL MANAGER-3
	Contract Monitoring 

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

	MCGEORGE, ROBERT P; STATE ADMINISTRATIVE MANAGER-1
	Grand View Plaza / Lansing MI / Monday-Friday / 8am-5pm




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		This position serves as the liaison between the Michigan Department of Corrections and contracted Probation Residential Service (PRS) locations.  The specific position is responsible for assisting providers with PREA compliance, program standard compliance, offender eligibility, and overall operation required by the specified contract.   





	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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

	Liaison between the Michigan Department of Corrections and Probation Residential Service contractors.  This position will be responsible for the monitoring and evaluation of program and contractual standards.

	Individual tasks related to the duty:
	
	

	· Review, analyze and file yearly reports of open/closed files at all PRS facilities. 
· Coordinate site visits and reports with PCMD.
· Review and analyze program data providing technical assistance on an ongoing basis related to evidence-based practices.
· Review and approve program curriculum. 
· Review and provide QA on monthly utilization reports for contract benchmark criteria.
· Act as liaison between PRS facilities and CCABs to promote the use of PRS as structured sentencing alternatives. 
· Verify eligibility using COMPAS Assessment, CFJ 140, Probation Orders and BIRs for felony probation offenders and convicted OUIL III offenders.
· Verify eligibility for pretrial offenders using validated risk assessment tool. 
· Promote PRS among community stakeholders, including Judges, Prosecutors, Sheriff Departments and local MDOC field offices.
· Participate in investigations when requested.
· Participate in financial audits.
· Coordinate with OCC Grant Coordinators on regional programming initiatives.
· Participate in internal contract meetings.
· Organize PRS Biannual Meeting with all PRS contractors and MDOC.
· Attend conferences as needed.

	Duty 2

	General Summary:
	Percentage:
	25

	Liaison between the Michigan Department of Corrections and Probation Residential Service contractors. This position will be responsible for the monitoring and evaluation of program and contractual standards, specifically related to the PREA compliance.

	Individual tasks related to the duty:
	
	

	· Ensure PREA compliance with the Department of Justice during annual site reviews. 
· Provide technical assistance to community confinement facilities in prevention and responsive planning.
· Provide training and education on PREA Standards.
· Review and analyze PREA investigations conducted at community confinement facilities.

	Duty 3

	General Summary:
	Percentage:
	5

	Complete mandatory training as required by the MDOC training unit.

	Individual tasks related to the duty:
	
	

	· Report to on/off site training location as approved by Supervisor.
· Report to training prepared and in a timely manner.
· Complete online training accurately and in a timely manner.
· Reviews related post orders, memos, policies, procedures and work statements related to training.

	Duty 4

	General Summary:
	Percentage:
	5

	Programming and Monitoring:  Assist with the delivery of programming and other duties to offenders within the program.

	Individual tasks related to the duty:
	
	

	· Work with agents and Supervisor to deliver identified programming and assist with the preparation of delivering programming.
· Maintain programming records as needed.
· Work closely with agents and staff to monitor program progress.

	Duty 5

	General Summary:
	Percentage:
	10

	Office Assignment and Public Relations/Communication.

	Individual tasks related to the duty:
	
	

	· Disseminate accurate information regarding the residential services and the Department of Corrections.
· Read and understand Departmental policies, procedures, memos, and other written direction.
· Cooperate regularly with other Departmental employees, Other State Agencies, Law Enforcement Agencies, and the General Public. 
· Address with Supervisor any programming eligibility questions when designated.
· Complete meeting minutes for Office of Community Corrections State Board Meetings.
· Provide monthly report to MDOC OCC Manager including program area metrics for all PRS contractors.

	Duty 6

	General Summary:
	Percentage:
	5

	Other Duties as assigned 

	Individual 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. 




	
	

		The position requires an understanding of the complexity of state/local partnerships and the ability to understand and balance the competing agendas of elected stakeholders.  Approval of probation residential services plans, impact on funding and implementation of programs which in turn impact on jail and prison crowding, parole, probation and court workloads, offender behavior, public safety, and expenditure of state and local resources on the criminal justice system.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		Policy recommendations that need to be presented to the Office and/or Department administration(s) and/or the State Community Corrections Board and all recommendations related to funding of local plans and proposals will need supervisory review.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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.




	
	

		The position requires extensive travel throughout the state.  Occasional attendance at early morning or evening meetings requires early departure in the morning, return late at night, or overnight stay.  The incumbent must be able to operate a vehicle, a personal computer, a telephone, and lift up to 30 lbs. 






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			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?




	
	

	
		This position serves as the liaison between the Michigan Department of Corrections and contracted Probation Residential Service (PRS) locations.  The specific position is responsible for assisting providers with PREA compliance, program standard compliance, offender eligibility, and overall operation required by the specified contract. 






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		Requesting PD update.  Changes are updates to General Summary to Duty 1, and Duty 2.  Added duties to individual duties of Duty 1 and Duty 5; updated duty in Duty 2.  Removed a duty from individual duties of Duty 3 and Duty 4 that no longer apply. 






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		Community Corrections Services Section has responsibilities for:  working with local residential; providers  in the development and implementation of  residential plans; the administration of funds, monitoring the performance of local providers in the use of  funds, and providing recommendations for modification of policy, procedures and programming), and for the provision of technical assistance to reduce demand for prison space and improve utilization of local jails while maintaining public safety.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			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:



	
	
	
	
	

	
	
	
	
	
	
	

		
Departmental Analyst 9
No specific type or amount is required.

Departmental Analyst 10
One year of professional experience.

Departmental Analyst P11
Two years of professional experience, including one year of experience equivalent to the intermediate (10) level in state service.




	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		· Knowledge of criminal justice system, stakeholders, processes and issues related to sentencing and probation.
· Knowledge of the development, implementation, and evaluation of public programs or services.
· Knowledge of the activities and scope of community corrections programming.
· Ability to analyze, synthesize, and evaluate a variety of data and reach conclusions and observations for use in policy and/or program development.
· Ability to effectively communicate with local jurisdictions to achieve goals and objectives and coordinate programs.
· Ability to organize, evaluate, and present information effectively.
· Ability to plan, coordinate, and expedite work projects.
· Ability to plan, direct, and coordinate programs and administrative activities of a complex, interrelated and interdependent nature, where unknowns and numerous contingency factors are involved.
· Ability to interpret complex rules and regulations.
· Ability to learn and utilize computer processes including word processing, use of spreadsheets, and basic navigation of data bases.






	
	
	
	
	
	
	

		CERTIFICATES, LICENSES, REGISTRATIONS:



	
	
	

	
	
	
	
	
	
	

		None.




	
	
	
	
	
	
	

	
		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.



	

	
	
	
	
	

	
		CHANTAL VANATTA



	
		6/6/2022



	

	
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



