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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-THUMB FACILITY

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

	
	Corrections Facility Administration

	4. Civil Service Position Code Description
	10. Division

	GENERAL OFFICE ASSISTANT-E
	Thumb Correctional Facility

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

	Mail Clerk
	Business Office

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

	vacant; ADMINISTRATIVE MANAGER-3
	

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

	ARTIS, FREDEANE; SENIOR EXECUTIVE WARDEN
	3225 John Conley Drive, Lapeer, MI / Monday-Friday, 8A-4:30P 




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		Process incoming and outgoing mail for TCF. Write and follow up on mail rejections. Respond to prisoner and outside correspondence. Update prisoner information utilizing OMNI/COMS. Access, print and distribute all JPay electronic mailings. Coordinate work and schedules determined by priorities. Compile data for reports and grievances. Resolve all mailroom work problems when possible.



	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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

	Process incoming institution mail into numerical order

	Individual tasks related to the duty:
	
	

	· Determine and affix cell lock on every piece of prisoner mail utilizing OMNI/COMS computer system
· Ensure that prisoner mail is properly transferred to other institutions when prisoner leaves Thumb Correctional Facility
· Explain U.S. Postal Regulation and MDOC Mail policies and procedures to prisoner, employees and relatives and friends of prisoners
· Respond to written requests from prisoners for special handling of their legal mail.
· Answer all intramural correspondence from prisoners daily
· Sort all daily institutional mail for TCF, purging all prisoner mail for further screening
· Open Department mail and screen before delivery to departments or employee, copies staff mail going inside the secure compound
· Route all mail according to location, department, employee, or content
· Sort interdepartmental mail, separating institutional mail from prisoner legal mail
· Identify incoming legal mail
· Check OMNI/COMS for the legal mail code
· Stamp envelopes with the appropriate stamp of legal mail or no legal mail
· Prepare legal mail log and weekly mail processing log
· Hand delivers the legal mail with the legal mail log to Control Center

	Duty 2

	General Summary:
	Percentage:
	20

	Affix institutional postage

	Individual tasks related to the duty:
	
	

	· Weigh letter or packages to determine postage rates
· Charge postage rates by designated department accounting number
· Handle all institutional, return receipt and certified mail, recording information in proper books, according to the U.S. Postal Rules and Regulations
· Record postage fees on balance sheets, keeping a daily total of all dollars and pieces handled
· Incoming UPS – verify package is addressed to a TCF staff person or a prisoner currently located at TCF
· Outgoing UPS – weigh package to determine mailing rate and verify with Prisoner Accounting that prisoner has sufficient funds to mail package

	Duty 3

	General Summary:
	Percentage:
	40

	Shakedown prisoner and staff mail by visual inspection or utilizes a package scanner if available and handle correspondence

	Individual tasks related to the duty:
	
	

	· Process prisoner mail according to procedures and policies, looking for contraband
· Except for privileged legal mail, open all incoming mail and check contents thoroughly
· Search letters, greeting cards, pamphlets and books for U.S. Currency, money orders, stationary, narcotics and pornographic material
· Forward to Record Office Supervisor all birth certificates, social security cards, car titles and driver’s licenses
· Complete, sign a package rejection when violation of institutional guidelines occurs because unacceptable items are found
· Ensure specific policy violation is specified in the rejection notice
· Distribute copies to proper individuals and dispose of property as indicated by prisoner/Admin. Hearing in accordance with policy
· Access, Release and Distribute all JPay electronic mailings

	Duty 4

	General Summary:
	Percentage:
	10

	Follow housekeeping plan for mail room, other duties as assigned

	Individual tasks related to the duty:
	
	

	· Back up other mail room staff as necessary 
· Complete filing and typing to assist others as necessary
· Perform other tasks as instructed by supervisor









	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

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




	
	

		After prisoner mail has been locked, division of work load must be evenly distributed among staff members. When shaking down prisoner mail, decisions must be made concerning refusal or contents.  Prisoners and staff are affected by those decisions.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		To determine proper MDOC and/or Facility Policy or Procedure to be utilized for specific situations. When receiving narcotics, which authorities to contact for testing and verification. After finding suspicious items or transactions, supervisor is consulted to determine what actions should be taken. When decisions will affect more that the Mail Room, supervisor is consulted before further handling.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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.




	
	

		Office setting: handling paper, mail. Long hours of sitting, standing, stooping and bending. Lifting of boxes up to 25 lbs. in weight. Verbal and written communication. Environment dictates contact with convicted felons.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			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?




	
	

	
		To coordinate work and schedules, determine priorities and process incoming and outgoing mail to ensure that mail is processed in a timely and accurate manner according to MDOC Policy and Procedure.






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		Only change is that the receiving and processing of money orders is no longer done in the facility. Have added the JPay program for processing of incoming electronic mail.






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		This position specifically processes incoming and outgoing mail.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			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:



	
	
	
	

	
	
	
	
	
	
	

		General office skills. Knowledge of filing and general record keeping such as logs, tickler files, etc., correct English usage, spelling and punctuation; and general office practices. Ability to understand and carry out instructions; compare data from two or more sources for accuracy and completeness; operate standard office equipment such as calculators, copy machines, video display terminals, etc. To be able to sort and batch documents,  add, subtract, multiply and divide arithmetical figures; work under stressful conditions; communicate effectively; select and compile data for correspondence and reports; to compose correspondence; and to interpret instruction and guidelines to resolve work problems.




	
	
	
	
	
	
	

		CERTIFICATES, LICENSES, REGISTRATIONS:



	
	
	

	
	
	
	
	
	
	

		None required.




	
	
	
	
	
	
	

	
		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.



	

	
	
	
	
	

	
		LORI FOUTY



	
		2/28/2024



	

	
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



