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	POSITION DESCRIPTION
	


	This position description serves as the official classification document of record for this position.  Please complete this form 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

	
	Corrections

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

	
	Correctional Facilities Administration

	
4.Civil Service Position Code Description

	10.
Division

	Physical Plant Supervisor – 1
	Ionia Correctional Facility

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


	11.
Section

	Physical Plant Supervisor
	Administration

	
6.Name and Position Code Description of Direct Supervisor

	12.
Unit



	Kevin Towns, Administrative Manager 3
	Physical Plant

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

	Dale Bonn, Senior Executive Warden 17
	1576 W. Bluewater Hwy., Ionia MI 48846

	
14.
General Summary of Function/Purpose of Position

	Supervises and directs the overall maintenance operations of the physical plant at Ionia Facility (ICF) with a combined building area of over 295,000 sq. ft. on 79 acres of land, oversees and coordinates the planning, cost, organization and prioritization of projects, work requests, maintenance, new construction and remodeling work.

	
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 of Duty 1
% of Time
50
Maintain physical plant, safety and security in compliance with all applicable codes and regulations.



	Individual tasks related to the duty.

· Formulate and implement policies, procedures and guidelines for the maintenance department.

· Make regular inspections of the buildings, grounds and facilities.

· Assure all hazardous materials and wastes are handled and disposed of properly.

· Plan, develop and implement skills and safety training for all maintenance employees.

· Evaluate employee performance and safe work habits by observation of their work and completed work.

· Hold staff meetings for the dissemination of information.

· Provide positive work performance feedback when warranted.

· Provide oversight and input for responding to emergency/disaster control incidents.

· Prepare Physical Plant Change Requests as required.
Serve as project supervisor for in-house work and maintenance by assigning, scheduling and prioritizing this work and by overall supervision and coordination.

Individual tasks related to the duty.

· Develop and implement preventive maintenance procedures.

· Prepare drawings, specifications, time estimates and material costs.

· Conduct and oversee progressive disciplinary process for subordinate staff and corrective action when rule violations or performance problems occur.

· Supervise prisoner workers.



	Duty 2

General Summary of Duty 2
% of Time
25
Serve as the facility construction coordinator for large projects and construction work at one facility.

	Individual tasks related to the duty.

· Do preliminary studies to show a need for new construction, remodeling and upgrades to existing buildings, utilities and security systems.

· Coordinate meetings between the facility, DMB, DOC Physical Plant Division, architect/engineer, utility companies, contractors and local and national governmental agencies to facilitate the exchange of information, ideas and needs in a timely manner.

· Do plan review to assess proposed construction and report any concerns, needs or changes to the Physical Plant Division, DMB, architect/engineer, and contractor.

· Act as facility representative to oversee construction.


	Duty 3

General Summary of Duty 3
% of Time
10


Develop record and maintain data necessary in the planning, projecting and implementation of a departmental budget.

	Individual tasks related to the duty.

· Review and track utility costs.

· Plan building construction, remodeling, alterations and maintenance projects with management and project accurate costs.

· Request MOP, lump sum and capital outlay funding for projects and renovations.

· Participate in monthly meetings and provide input for both the Warden’s and Business Manager’s staff meetings.
· Prepare yearly Capital Outlay and 5 Year Plan.

	Duty 4

General Summary of Duty 4
% of Time
10
Compose correspondence, keep records and prepare reports on the maintenance department and physical plant.

	Individual tasks related to the duty.

· Provide follow-up status reports, monthly report summaries regarding maintenance, pending orders and accomplishments.

· Communicate status of physical plant problems daily to Administration.

· Work with computer software/spreadsheets in tracking work orders as well as remodeling and construction projects.

· Completes Meeting Minutes for Projects.

· Compiles Staff labor reconciliation report.



	Duty 5

General Summary of Duty 5
% of Time
5
Acts as Back up for Chapter 12 Hazardous Material Coordinator.



	Individual tasks related to the duty.

Annual Inventory

Maintains Master Inventory 

Updates Master Inventory Form as needed.

Maintains SDS on the MSDS online Data base.

Issues SDS’s as needed. 




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

Prioritize and assign tasks and projects.

Approve leave.

Assign workers.

Schedule training.

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

Overtime.

Purchases.

New construction and projects

	
18.
What kind of physical effort is used to perform this job?  What environmental conditions is this position physically exposed to on the job?  Indicate the amount of time and intensity of each activity and condition.  Refer to instructions.
When inspecting work and projects I must climb ladders and scaffolding, be around powered equipment and tools, hazardous chemicals, sewage and I am in daily contact with inmates.  Must bend, stoop, reach or stand for extended periods. Must move heavy objects.



	
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.  (If more than 10, list only classification titles and the number of employees in each classification.)

	NAME
	CLASS TITLE
	NAME
	CLASS TITLE

	Justin Mattila
	Electrician Licensed A
	Dale Simon
	Maintenance Mechanic 10

	Todd Chipman
	Equipment Technician A
	Douglas Thelen
	Maintenance Mechanic 10

	Jeff Brosch
	Maintenance Mechanic 10
	Steve Wood
	Maintenance Mechanic 10

	Kevin Gorby
	Maintenance Mechanic 10
	Vacant
	Maintenance Mechanic 10

	Trenton Listerman
	Maintenance Mechanic 10
	Vacant
	Plumber A

	
20.
This position’s responsibilities for the above-listed employees includes the following (check as many as apply):

x
Complete and sign service ratings.
x
Assign work.

x
Provide formal written counseling.
x
Approve work.

X     Approve leave requests.
x
Review work.

x
Approve time and attendance.
x
Provide guidance on work methods.

x
Orally reprimand.
x
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?

Supervise and direct the overall maintenance, repair, construction and operation of the physical plant at the facility and to ensure security operations are working and to ensure prevention of escape.

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



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

Provide the overall management to maintain the physical plant at ICF.

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

	EDUCATION:

High school required, at least an associate degree beneficial.

	EXPERIENCE:

Five years supervisory experience in power plant operation maintenance or maintenance mechanic experience including two years equivalent to a Power Plant Operator 10 or a Maintenance Mechanic 10.

	KNOWLEDGE, SKILLS, AND ABILITIES:

Good knowledge in communication, planning and trades related to maintenance and construction. Electrical, and mechanical, generators, pumps, pressure systems, water systems. Methods in building construction and building standards and codes. Cost , occupational safety and health hazards. Labor relations and labor contracts. Budget preparation and Capital Outlay.

	CERTIFICATES, LICENSES, REGISTRATIONS:

One license in at least one of the trades would be beneficial.

	NOTE:  Civil Service approval of this position does not constitute agreement with or acceptance of the desirable qualifications for 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’s Signature


Date

	TO BE FILLED OUT BY APPOINTING AUTHORITY

	
Indicate any exceptions or additions to statements of the employee(s) or supervisors.



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


Appointing Authority Signature


Date

	TO BE FILLED OUT BY EMPLOYEE

	
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’s Signature


Date


NOTE:  Make a copy of this form for your records.
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