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Position Code

1. PLUMBERAA06R

	
	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

	VACANT
	CORRECTIONS

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

	
	CHARLES EGELER RECEPTION & GUIDANCE CENTER

	
4.Civil Service Position Code Description

	10.
Division

	PLUMBER-A
	BUSINESS ADMINISTRATION

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


	11.
Section

	PLUMBER
	MAINTENANCE

	
6.Name and Position Code Description of Direct Supervisor

	12.
Unit



	ROBERT WEEMS-PHYSICAL PLANT SUPERVISOR
	

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

	NICCOLE MURRAY-BUSINESS MANAGER
	3855 COOPER ST. JACKSON, MI 49201 0630-1500 M-F

	
14.
General Summary of Function/Purpose of Position

	Install, maintain and repair plumbing, mechanical and heating systems and equipment at the Charles Egeler Reception and Guidance Center.  To be in compliance with all State and Federal regulations and codes.  This position also supervises and trains prisoner work crews to help perform all these functions.

	
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
10
Prepare cost and material estimates for plumbing repairs and projects.

	Individual tasks related to the duty.

· 1.  Review blueprints and sketches as necessary.
· 2.  Compile material list.

· 3.  Contact vendors for pricing.

· 4.  Review work site conditions.

· 5.  Supervise, train, and evaluate prisoner work crews.

	Duty 2

General Summary of Duty 2
% of Time
60
Perform maintenance and repair on water, sewer, and steam systems.

	Individual tasks related to the duty.

· 1.  Clean and repair sewer drains, storm and sanitary.
· 2.  Repair/replace leaking supply piping.

· 3.  Maintain water softeners.

· 4.  Maintain pumps of all types.

· 5.  Supervise, train, and evaluate prisoner work crews.


	Duty 3

General Summary of Duty 3
% of Time
10
Perform preventative maintenance on plumbing related equipment and systems.

	Individual tasks related to the duty.

· 1.  Clean and service all types of water and sewage pumps.
· 2.  Change various water filters as schedules.

· 3.  Check and service various backflow preventers as required.

· 4. Service system traps and strainers as needed.

· 5.  Supervise, train, and evaluate prisoner work crews.

	Duty 4

General Summary of Duty 4
% of Time
10
Complete reports and order materials.

	Individual tasks related to the duty.

· 1.  Prepare purchase requisitions for supervisor review/approval.
· 2.  Maintain records of equipment maintenance.

· 3.  Complete maintenance work requests in a timely manner as directed.

· 4.  Supervise, train, and evaluate prisoner work crews.


	Duty 5

General Summary of Duty 5
% of Time





	Individual tasks related to the duty.

· 

	Duty 6

General Summary of Duty 6
% of Time





	Individual tasks related to the duty.

· 


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

1.  Scheduling work order requests.
2.  Determine supplies/parts needed to complete assigned tasks.

3.  Writing misconduct reports on prisoner workers as necessary.

4.  Complete work evaluation reports.

5.  Depending on work load and department priorities, decisions can affect the health and safety of facility staff and prisoners.

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

1.  S/He must approve all purchase requests for tools and supplies.
2.  Scheduling of emergency work.

3.  Approving the hiring or termination of prisoner workers.

4.  Approve requests for specialized training.

5.  Decisions involving the security of the facility.

6.  Approve the use of annual and sick leave.

	
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.
Includes but not limited to periodic long periods of standing, sitting, climbing, stooping, balancing, kneeling, reaching, lifting, carrying, and walking.  Occasionally exposed to wet, cold, heat, noise, dust, fumes, and chemicals.  Performs work within a correctional facility and employee is in direct contact with prisoners for more than 50% of work time performing supervisory or disciplinary duties including; supervising prisoners in performance tasks and enforcing the facility’s rules.

	
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

	This Position Supervises 5-8
	Inmate Workers
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
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.


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?

*Transporting materials and equipment up several flights of stairs of up to ½ mile.
*Have 20/20 correctable vision and not be color blind.

*Be able to work in confined spaces or heights over 40 feet.

*Be able to communicate both verbally and in writing.

*Be able to keep accurate records.

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

N/A

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

Maintain the physical plant of the facility in a safe and clean manner in accordance with State and Federal regulations and codes.  To preserve the institution to lower maintenance costs.

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

	EDUCATION:

High School Diploma or GED

	EXPERIENCE:

5 years’ experience in the plumbing trade.

	KNOWLEDGE, SKILLS, AND ABILITIES:

Thorough knowledge of accepted practices, processes, materials, and tools of the plumbing trade.

	CERTIFICATES, LICENSES, REGISTRATIONS:

Journeyman Plumber License

	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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