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		POSITION DESCRIPTION



	
	
	

	
	
	
	
	
	
	
	



	

	
	
	
	
	

	
	
			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-THUMB FACILITY

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

	
	Correctional Facility Administration

	4. Civil Service Position Code Description
	10. Division

	Storekeeper-A
	Thumb Correctional Facility

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

	Storekeeper
	12200 Storekeepers

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

	GARY PHILLIPS; STOREKEEPER SUPERVISOR-1 8
	A 31 Labor & Trades

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

	VACANT; STATE ADMINISTRATIVE MGR-14 
	3225 John Conley Drive, Lapeer, MI 48446 / Monday through Friday 8:00 to 4:30




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		Provide warehousing and delivery services to the total operations at the Thumb Correctional Facility.  Perform a full range of storekeeper assignments, exercising judgment in making decisions based on established methods and procedures. Participate in and oversee the receipt, storage, requisitioning and disbursement of supplies and materials related to the Warehouse, Quartermaster, Prisoner Store and Laundry operations. Storekeepers are expected to be able to perform the duties of all four areas. The Storekeeper position is a senior level position responsible for overseeing of prisoner crews.



	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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:
	45

	Oversee prisoner crews to receive, stock and distribute inventory and other merchandize received for the functioning of the facility.  Order supplies to maintain proper inventory levels.
 

	Individual tasks related to the duty:
	
	

	· Inspect quality and count items received, reconcile with freight documents, procurements and requisitions. 
· Unpack incoming supplies, fill orders and wrap supplies for delivery. 
· Maintain accurate inventory records and levels to adequately supply the Institution. 
· Adhere to Department and Health Department guidelines ensuring date, labeling and rotation of stock is maintained. 
· Dispense items and posts amounts of items to inventory. 
· Schedule prisoner work assignments and training, reviewing work for completion and accuracy. 
· Prepare weekly supply orders for Warehouse Supervisor.
· 

	Duty 2

	General Summary:
	Percentage:
	30

	Oversee prisoner crews in the loading and unloading of trucks and transporting of laundry on grounds. Know, understand, and carry out warehouse and quartermaster operations. Know, understand, and carry out prisoner store securepak distribution operations.

	Individual tasks related to the duty:
	
	

	· Operate hand trucks, electric pallet jack and extending fork lift to transport stock when loading and unloading trucks and stocking inventory. 
· Operate warehouse truck on grounds to make deliveries and transport laundry. 
· Operate electric carts (gators) to transport supplies for deliveries.

	Duty 3

	General Summary:
	Percentage:
	15

	Other duties as assigned.
 

	Individual tasks related to the duty:
	
	

	· Conduct Prisoner Work Assignment Evaluations and take appropriate disciplinary action when required. 
· Maintain daily payroll records for prisoner workers and forward to Warehouse Supervisor at end of month. 
· Enter receivers into MAIN and send to Business Office for processing with invoices. 
· Send record of all inventory entries and backup documentation to Business Office. Provide Warehouse Supervisor with monthly report information. 
· Prepare and review MPF Operating Procedures advising supervisor when changes are required. 
· Clean work area for weekly sanitation reports. 
· Count and reconcile caustics daily. 
· Maintain Material Safety Data Records, updating as required.
 

	Duty 4

	General Summary:
	Percentage:
	5

	Supervise/oversee prisoner crews in weekly/monthly cleaning schedules.

	Individual tasks related to the duty:
	
	

	· Supervise and train prisoner crews on the use and upkeep of equipment such as pallet jacks, lifts, floor scrubbers, wet vacs, manual mops, etc.  
·  Supervise prisoner crews during cleaning of floor, coolers, freezers, restrooms, shelving and solid waste control.  
·  Retain and observe established housekeeping schedules.

	Duty 5

	General Summary:
	Percentage:
	5

	Miscellaneous related tasks.

	Individual tasks related to the duty:
	
	

	· Maintain prisoner worker time records, maintain assorted logs, weekly/monthly reports, work evaluations for prisoner workers 
·  Identification tagging or equipment and related records. 
·  Provide relief assistance in any of the three areas where additional staff may be needed. 
· Take prisoner counts as required. 









	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

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




	
	

		Supply Requisition Orders on a regular basis. Place orders for inventory.  Prisoner Worker assignments, time off, misconducts, etc.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		Areas that deviate from policy and operating procedure. Requisition for additional equipment. Requests for days/hours off for annual/sick leave.  Any changes to the normal daily operation. Any Operating Procedure changes. Any changes in priorities.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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.




	
	

		This is a very physical position requiring large amounts of physical effort. Lifting, bending, walking, climbing, twisting, kneeling and standing for long periods of time. Environmental conditions are exposure to heat and cold, rain and snow during deliveries or unloading of merchandize. This position has regular unsupervised access to and direct contact with prisoners.
 






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			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 is primarily assigned to the warehouse operations at Thumb Correctional Facility. The employees do provide relief in or rotate to the Quartermaster and Prisoner Store areas, as needed. Primary duties include receiving, stocking, disbursing and accounting for all inventory and non-inventory goods purchased by this facility which are received in these areas. Supervision of prisoner workers is an essential part of this assignment. This usually requires 2-6 prisoner workers as part of the daily assignment staffing.  Oversee prisoner crews in the receipt, distribution, and storage of goods.






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		No change. This is an establishment in order to correct a many-to-one position.






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		This unit encompasses the total inventory, receiving and disbursement process at the Thumb Correctional Facility. The position is a major part of this operation, which provides critical support services to all areas of the facility.  Maintain an accurate and sufficient supply of items that are used by the Facility.  Properly receive and distribute supplies.  Provide accurate documentation for receiving entering on MAIN or credit card orders.






	

	
	
	
	
	
	
	
	
	
	
	

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



	

	
	
	
	
	
	
	

		EDUCATION:



	
	
	
	
	

	
	
	
	
	
	
	

		No specific type or amount is required.




	
	
	
	
	
	
	

		EXPERIENCE:



	
	
	
	
	

	
	
	
	
	
	
	

		Storekeeper 7
Three years of experience in the storage, handling and distribution of materials, or in the operation of mail handling and sorting machines, and related equipment, including two years equivalent to the Storekeeper E6.




	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		· Mathematical and reading ability;  basic problem solving skills
· Ability to write and communicate clearly; knowledge of computer operation and systems
· Ability to operate vehicles and equipment.




	
	
	
	
	
	
	

		CERTIFICATES, LICENSES, REGISTRATIONS:



	
	
	

	
	
	
	
	
	
	

		None.  Some position may require a CDL to drive delivery vehicles.




	
	
	
	
	
	
	

	
		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.



	

	
	
	

	
		No exceptions or additions required at this time.



	

	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
		
	
	
	
	

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



	

	
	
	
	
	

	
		



	
		



	

	
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



