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Position Code

1. PHYPSPV1A19N

2. 

	
	State of Michigan

Civil Service Commission
Capitol Commons Center, P.O. Box 30002

Lansing, MI 48909
	

	
	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

	
	MDOC- CFA Jackson Business Office

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

	
	CFA Business Office-Jackson Maintenance

	
4.Civil Service Position Code Description

	10.
Division

	Physical Plant Supervisor - 1
	Business Office-Jackson Maintenance

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


	11.
Section

	        Physical Plant Supervisor
	Physical Plant

	
6.Name and Position Code Description of Direct Supervisor

	12.
Unit



	David Albrecht, Administrative Manager-3
	Maintenance

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

	Eames Groenleer, State Division Administrator 17
	   4000 Cooper street, Jackson, Mi 49201
Monday thru Friday 0700-1530

	
14.
General Summary of Function/Purpose of Position

	This position reports directly to the Jackson Physical Plant Administrator and is responsible for supervising the daily duties of the CFA Jackson Business Office maintenance department.  This position functions as professional manager with responsibility for directing the activities of subordinate staff in the coordination and management of various maintenance activities for several groups within an MDOC Regional Complex.  Position coordinates all maintenance activities for Jackson buildings and grounds and provides additional maintenance and special project support to all facilities within the Southern Region with management approval.  This position is responsible for ensuring and enforcing all matters related to maintaining physical plant concerns for all federal, state, and regulatory codes, rules and administrative mandates.  This position ensures that department policy rules and programs are adhered to and followed.  This position is responsible for preparing project request paperwork for any special projects for the Southern Region Areas.  Position may require travel within the region, which could include overnight stays.

	
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
    60


Provide direct oversight of CFA Jackson Business office maintenance employees.

 

	Individual tasks related to the duty.

· Coordinates activities by scheduling work assignments, setting priorities, and directions the work of subordinate employees.
· Evaluates and verifies employee performance through the review of completed work assignments and work techniques.
· Identifies staff development and training needs and ensures that training is obtained.
· Maintains records, prepares reports, and composes correspondence relative to the work.
· Approve time and attendance for Jackson maintenance staff and prisoners.

· Ensures proper labor relations and conditions of employment are maintained. 

· Performs related work as assigned.

	Duty 2

General Summary of Duty 2
% of Time
    20


Oversee CFA Jackson Business office areas of control ensuring Preventative, Routine, and Emergency Maintenance is being completed in an appropriate manner.

	Individual tasks related to the duty.

· Oversees the construction, alteration, repair, and maintenance of state buildings and facilities.
· Oversees the installation, maintenance, and repair of electrical, steam, water, sewer, and oversees the fire safety and facility security systems.
· Interprets and maintains the physical plant in compliance with applicable building, health, safety, fire, and environmental codes and regulations; initiates required corrective actions as necessary.
· Inspects in house and contracted work projects for conformance with job specifications, applicable building codes and standards.
· Ensure that all required permits and inspections are obtained.

· Oversees the grounds maintenance and landscaping activities.

· Plans, develops, and implements ongoing skills training and preventive maintenance programs.




	Duty 3

General Summary of Duty 3
% of Time
     5


Oversees procurement of materials needed for general maintenance repairs and projects.

	Individual tasks related to the duty.

· Reviews and approves material orders for maintenance purchases.
· Ensures proper ordering processes are being followed (Collecting bids when required, using contract vendors when applicable, identifying credit card orders versus SIGMA orders, etc.)

· Ensure that materials are being charged to proper accounts.

· Ensures that purchases remain within authorized spending allotment.

	Duty 4

General Summary of Duty 4
% of Time
    5


Generate Physical Plant change requests for projects requested in CFA Jackson Business office areas of control.

	Individual tasks related to the duty.

· Work with requesting staff to determine scope of project.
· Prepare drawings detailing work included in project.

· Complete request packet and submit to SRBO Physical Plant Administrator for review and approval.


	Duty 5

General Summary of Duty 5
% of Time
   5


Provide reports and communication for the regional maintenance department.

	Individual tasks related to the duty.

· Provide monthly report detailing projects, accomplishments, problems, and work request status for each month.
· Ensure that weekly and monthly tool reports, monthly fire safety inspection reports, mileage logs, and other regularly scheduled reports are submitted in a timely fashion.

· Assist SRBO Physical Plant Administrator in compiling and completing the annual Capital outlay, Lump sum, and MOP request for Southern Region Areas.

	Duty 6

General Summary of Duty 6
% of Time
   5


Ensure proper conditions of employment are maintained by regional maintenance staff.

	Individual tasks related to the duty.

· Observe staff job performance.
· Provide assistance in the hiring of all maintenance staff.

· Document staff job performance by generating annual performance reviews.

· Initiate corrective action if necessary.

· Review and respond to prisoner grievances when assigned.

· Ensure annual training requirements are met for appropriate staff.
· Ensure licensed staff maintains up-to-date licenses.


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

Supervision of personnel, operational issues, training needs of staff, staff’s job duties and prisoner discipline guidelines are decisions made independently.  Prisoner population, Maintenance staff and operational budget is affected.

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

All disciplinary, needs improvements evaluations, decisions affecting prisoner populations, staffing levels, recommendations concerning vendor performance and budgetary variances. 

	
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.
Standing, sitting, climbing, stooping, walking, and bending.

Conditional hazards may include wet, cold, heat, noise, and dust.  

	
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

	6
	Maintenance Mechanic 10
	1
	Electrician 10

	4
	Building Trades Crew Leader
	1
	Lic. Refrig. Mech. 11

	1
	Lic. Master Plumber 11
	1
	Plumber 10

	1
	Lic. Master Elect. 11
	
	

	1
	Equipment Tech 11
	
	

	
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?

Ensure proper conditions of employment are maintained by facility and ensure proper function of all physical plant operations and sub systems within the complex.  Monitor physical plant expenses and purchases to ensure compliance with established policy directives, operational procedures, Michigan and Federal laws and regulatory guidelines.

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

Same.

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

This position provides oversight of a shared-services maintenance department. This position oversees the operation of a department that maintains areas not covered by any individual correctional facility maintenance department and provides assistance with projects and complex repairs to multiple facilities throughout the Southern Region Areas as needed.

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

	EDUCATION:

Knowledge and skills typically acquired through the completion of high school. Strong emphasis for consideration will be given to those with management systems.

	EXPERIENCE:

Two years of experience as a supervisor of two or more skilled building trades, i.e. building construction, alteration, maintenance, and/or repair, including one year equivalent to a Building Trades Supervisor 11.

	KNOWLEDGE, SKILLS, AND ABILITIES:

Knowledge of database and computer systems.
Knowledge of budgeting process.

Knowledge of the principles of administrative management.

Knowledge of departmental policies and Michigan laws and requirements.

Knowledge of inventory control systems.

	CERTIFICATES, LICENSES, REGISTRATIONS:



	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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