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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)

	
	Budget and Operations Administration 

	4. Civil Service Position Code Description
	10. Division

	Human Resources Developer-A
	Training

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

	Region 3 L.E.A.D Trainer
	Leadership (L.E.A.D) Training

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

	HUNTLEY, MATTHEW W; STATE ADMINISTRATIVE MANAGER-1
	

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

	SPENCER, BRIDGET L; STATE OFFICE ADMINISTRATOR
	8701 M-36, Whitmore Lake, MI. 48189 / 8:00AM – 4:30PM




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		This position functions as the primary leadership trainer and recognized resource for the MDOC Leadership Academy (L.E.A.D.) in Region 3, serving as the region’s designated subject matter expert for leadership development standards and programming. Region 3 is uniquely complex, containing fifty-eight of Michigan’s eighty-three counties, including the entirety of the Upper Peninsula and many counties in the Lower Peninsula. The region is highly rural and spans a significant geographic footprint, creating substantial operational challenges in coordinating, delivering, and standardizing leadership training across widely dispersed worksites. This position provides direction across Region 3, clarifies the meaning of statewide standards when questions arise, and ensures all fifty-eight counties apply leadership training requirements consistently. This position evaluates leadership training across Region 3 to ensure compliance with statewide standards, identifies inconsistencies between counties, and determines whether sites meet required benchmarks. When gaps are found, it provides corrective guidance, helps adjust training practices, and verifies that improvements are completed. This position coordinates and delivers complex, multi-level leadership development programs; collaborates with curriculum experts to refine training content; and integrates evaluation findings and statewide standards into regional training delivery. Additional responsibilities include conducting advanced analysis of training data, evaluation results, and regional survey findings to identify systemic leadership development needs, performance gaps, and multi-county implementation challenges; such as variability in training completion rates due to staffing shortages, scheduling conflicts, or operational demands unique to certain counties and institutional environments. This position analyzes leadership evaluation data to identify the underlying causes of performance or compliance issues, recommends region-wide corrective actions, and oversees the implementation of those solutions to ensure lasting improvement. Additionally, it facilitates quality roundtable discussions with evaluators, supervisors, and program stakeholders to promote consistent delivery and application of L.E.A.D. standards. This position supports all leadership training levels within Region 3 across CFA and FOA, ensuring statewide standards are applied consistently throughout the region.



	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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:
	40

	This position is Region 3’s recognized resource and primary leadership trainer for L.E.A.D. standards. It guides the region in interpreting statewide requirements, ensures consistent leadership training across ten counties, and leads regional oversight of LEAD standards, evaluation practices, and compliance expectations.

	Individual tasks related to the duty:
	
	

	· Develops and applies advanced assessment methods to evaluate leadership training delivery across Region 3, ensuring compliance with L.E.A.D. statewide standards. Provides interpretation of evaluation data by analyzing findings, clarifying their meaning for regional staff, and determining the proper actions needed to support consistent training practices and resolve identified discrepancies
· Identify region-wide or department-wide complex or systemic issues and implement solutions that support continuous improvement of regional and statewide leadership development based on evaluation results and multi-county trends.
· Interprets leadership training policies and instructional standards in complex, multi-county situations that require specialized subject matter expertise. Uses advanced knowledge to resolve conflicting interpretations, adapt statewide L.E.A.D. standards to varied CFA and FOA environments, and guide training staff on correct application of requirements ensuring consistent compliance across Region 3.
· Uses advanced professional judgment to analyze region-wide trends and implementation challenges, identify underlying issues, and shape corrective action strategies that strengthen leadership development across multiple counties and institutional environments.

	Duty 2

	General Summary:
	Percentage:
	30

	This position leads multi-level leadership development efforts throughout Region 3, delivering and coordinating regional programs, collaborating on content refinement, and applying statewide standards and evaluation results to improve training across CFA and FOA worksites.



	Individual tasks related to the duty:
	
	

	· Completes advanced Train-the-Trainer certification and integrates updated instructional strategies into the regional L.E.A.D. curriculum.
· Modifies and updates leadership training materials based on newly acquired instructional strategies and statewide requirements.
· Presents or arranges for subject matter experts and external consultants to deliver complex leadership training modules.
· Provides guidance and support during advanced leadership training sessions as Region 3’s recognized subject matter resource.
· Coordinates and oversees regional implementation of leadership training programs, seminars, conferences, and workshops in alignment with statewide standards.
· Works directly with supervisors, managers, and administrators to ensure consistency of leadership training across multiple worksites.
·  Supports uniform implementation of L.E.A.D. standards throughout Region 3, including prison facilities and FOA offices.

	Duty 3

	General Summary:
	Percentage:
	15

	Serves as the Region 3 L.E.A.D. liaison, providing expert guidance on statewide leadership standards and resolving differences in how counties interpret or apply training requirements. Reviews multi-county evaluation and survey feedback to identify complex delivery issues—such as inconsistent facilitation, outdated materials, or operational barriers, and works with supervisors and administrators to correct these problems and maintain consistent leadership training across CFA and FOA worksites.

	Individual tasks related to the duty:
	
	

	· Meets with MDOC staff, community organizations, private vendors, and other state agencies to resolve operational training issues. 
· Provides expert interpretation of leadership standards in situations where counties differ, requiring advanced professional judgment and subject matter expertise to ensure statewide L.E.A.D. standards are applied correctly.
·  Manages training delivery operations in alignment with statewide L.E.A.D. curriculum and evaluation parameters by resolving complex delivery or compliance issues that arise during multi-site implementation.
·  Ensures compliance with department-mandated leadership standards and required leadership training completion while identifying emerging trends that may indicate regional implementation issues.

	Duty 4

	General Summary:
	Percentage:
	15

	Supports consistent leadership development standards and multi-county program evaluation by reviewing training data, identifying trends that require corrective action, directly implementing those corrections, and bringing complex issues or broader recommendations to the L.E.A.D. Manager when needed.

	Individual tasks related to the duty:
	
	

	· Ensures compliance with department-mandated leadership standards and required training by identifying discrepancies or systemic documentation issues that could affect implementation across multiple counties.
· Monitors follow-up results after corrective actions to ensure issues are resolved and standards are met and takes additional corrective steps when they are not.
· Conducts in-depth reviews of survey results to identify regional gaps in leadership development or new training needs and provides guidance to address questions or inconsistencies identified through documentation or survey analysis.
·  Performs all other duties as assigned by the L.E.A.D. Manager and Training Administrator.









	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

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




	
	

		This position independently interprets and applies statewide leadership training standards in complex or unclear situations, determines necessary adjustments to regional training delivery based on emerging needs, and selects appropriate corrective actions in response to evaluation data and identified implementation issues. These decisions directly affect supervisors, facilitators, and staff throughout Region 3 by shaping the accuracy, consistency, and effectiveness of leadership development programming across multiple worksites. The position also independently resolves operational challenges related to training delivery and determines how training data, surveys, and documentation should be analyzed, interpreted, and reported, influencing managerial decision-making and regional compliance with L.E.A.D. requirements.









	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		Decisions requiring supervisory review include any that fall outside established policy, procedure, or budgetary authority. This includes decisions involving deviations from the approved budget; decisions related to unique, complex, or uncommon circumstances that require interpretation beyond existing guidelines; and any decisions involving legislators, executive leadership, external agencies, or other matters that may be politically sensitive or have broader departmental impact.









	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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.




	
	

		Sitting at a desk or computer for several hours at a time.
Frequently standing to present classroom training for several hours at a time.
Frequently moving and carrying training materials and audio-visual equipment.
Frequently statewide travel, often overnight, including driving and walking.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			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 functions of this position include serving as the primary regional trainer and recognized resource for the MDOC Leadership Academy (L.E.A.D.) in Region 3; providing authoritative interpretation and application of statewide leadership development standards; and ensuring consistent delivery of leadership training across multiple worksites. The position leads and collaborates with staff and subject matter experts to develop, refine, and implement complex leadership development programs, maintains alignment with department-mandated standards, and integrates evaluation findings into regional training practices. Essential functions also include conducting advanced analysis of training and evaluation data, identifying regional or systemic issues, determining appropriate corrective actions, and coordinating with evaluators, supervisors, and other stakeholders to ensure accurate, consistent, and effective leadership training throughout the region.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
			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 Training Division is responsible for promoting, delivering, and evaluating training for approximately 10,000 MDOC employees statewide. This position supports that mission by serving as the recognized resource and primary regional authority for L.E.A.D. leadership-development programming in Region 3. It provides expert guidance, coordinates regional implementation across multiple worksites, and ensures leadership-training content, delivery, and evaluation align with department-mandated standards. Through its advanced analysis, corrective-action leadership, and collaboration with facilitators, evaluators, and supervisors, this position strengthens the consistency, quality, and effectiveness of leadership-development efforts, directly contributing to the Training Division’s goal of developing a skilled and prepared MDOC workforce.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			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:



	
	
	
	
	

	
	
	
	
	
	
	

		
Human Resources Developer 12
Three years of professional experience in planning, developing, conducting, or evaluating staff development, training, or other programs equivalent to a Human Resources Developer, including one year equivalent to a Human Resources Developer P11.

Alternate Education and Experience

Human Resources Developer 9 - 12
Educational level typically acquired through completion of high school and the equivalent of at least two years of full-time active-duty experience at or above the E-6 level in the uniformed services may be substituted for the education requirement.




	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		Ability to organize and coordinate human resource development activities within L.E.A.D. and Training Division.
Ability to allocate work to other staff; and ability to determine, and manage, work activities independently.






	
	
	
	
	
	
	

		CERTIFICATES, LICENSES, REGISTRATIONS:



	
	
	

	
	
	
	
	
	
	

		Possession of a valid driver’s license.




	
	
	
	
	
	
	

	
		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.



	

	
	
	
	
	

	
		CHRISTOPHER KIRKLAND



	
		8/11/2026



	

	
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



