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	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

	
	Labor and Economic Opportunity

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

	
	Bureau of Services for Blind Persons (BSBP)

		4.Civil Service Position Code Description

	10.	Division

	Practical Nurse-Licensed E9-10
	Training Center

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

	11.	Section

	Support Services Practical Nurse
	

		6.Name and Position Code Description of Direct Supervisor

	12.	Unit


	Scott Lacey, State Administrative Manager 15
	Support Services

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

	Juan F. Ortiz, State Division Administrator 17
	1541 Oakland Drive, Kalamazoo Michigan 49008 
Wk1: Tue.-Sat. 3p-11p; 
Wk2: Sun. & Tue.-Fri. 3p-11p

		14.	General Summary of Function/Purpose of Position

	Employees working in this position are under the delegation and supervision of the Registered Nurse with responsibility to provide health care education and assistance as needed to participants of the Training Center, particularly in the areas of medication and diabetes management. Employees in this classification perform a full range of licensed practical nurse assignments using independent judgement in making decisions where alternatives are determined by established policies and procedures, maintaining high standards. The Practical Nurse ensures all services rendered support the participant’s achievement of the vocational and independent living goals.

Employees working in this position are often the single staff member available during off hours, maintaining the security of the Training Center and the safety of all minor and adult blind participants residing at the Bureau of Services for Blind Persons Training Center (BSBPTC). This employee responds appropriately to emergency situations as they arise and deals with participant’s personal needs and issues. This person assists blind participants in developing a positive attitude about their blindness and their ability to achieve established goals, ultimately leading to employment and/or independence, improving their quality of life. The training center is a 24/7 residential facility.

		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	 30	
Functions as a Practical Nurse-Licensed in a facility that provides skills of blindness training.

	Individual tasks related to the duty.
· Provides nursing assistance to select participants at their request and as a follow-up on participant’s doctor's orders.
· Maintains confidentiality of participant’s information, following established policies.
· Monitors effects of medications, records participant’s reactions.
· Functions as an active member of the essential staff team.
· Responds to such emergency situations as on-site injuries and illnesses by taking appropriate measures as needed and notifying administrators.
· Assist in carrying out rehabilitation programming and activities for participants such as development of social skills, development of daily living skills, reality orientation, recreational skills, job seeking skills, resume writing, interviewing skills, and encourage participants to apply material learned while at the center.
· Performs safety and housekeeping assignments as necessary such as spot cleaning, cleaning spills, making safety rounds, reporting unsafe furniture or equipment, etc.
· Discusses participant behavior and responses to treatment/educational goals with treatment team members which may include counselors, teachers, and administrative staff.
· Maintains contact with medically involved participants to provide guidance in health management.
· Provides instruction in medication management.
· Provides instruction in diabetes management.
· Prepares text materials in appropriate teaching format, such as braille, large print, voice, tape, etc.
· Maintains a working knowledge of devices for supporting independent health maintenance skills i.e., talking blood glucose monitors, insulin measuring devices, CPAP machines, etc.
· Provides documented information on participant’s progress or problem areas as warranted.
· Utilizes the electronic case management system to review participant electronic case record and/or may update participant electronic case records when appropriate.
· Maintains and reports accurate account of time spent providing services to participants by identifying total time spent on specific service categories.
· In conjunction with the overseeing Registered Nurse, this position may review participant referrals and provides a written summary of the medical report and other pertinent medical information to the participant’s rehabilitation counselor, Training Center Management, and to select Training Center staff.  Requests additional information as needed, and maintains contact with the rehabilitation counselor until the requested information has been received.
· Participates in two BSBP Mini Adjustment programs each year, providing diabetes education, medication management to the participants as well as practical nursing assistance as needed. May assist with gathering information to complete referrals to the Training Center.
· This position provides direct health care services to persons in the care or custody of the State on a regular basis.  Therefore, this position is deemed test-designated per the UAW contract and incumbent in this position is subject to random drug testing.

	Duty 2
General Summary of Duty 2	% of Time	 25	
Assists participants with their daily living skills as determined appropriate by professional staff.

	Individual tasks related to the duty.
· Maintains a working knowledge of skills of blindness so participants can be encouraged to use appropriate skills as needed.
· Provides personal care services and supplemental instructions in routine activities of daily living, such as laundry, cleaning, personal care (bathing, hair care, nail care, shaving, dressing) etc. Documenting areas of struggle for assigned Personal Management Instructor to address.
· Assists participants with other personal needs, conducting regular assessments of participant’s physical and emotional well-being, reporting any changes or concerns to the RN or Training Center Counselor.
· Shows participants how to operate simple items such as a talking alarm clocks, talking/Braille watch, and other bedside equipment for individuals who are deaf/blind.
· Helps participants read and fill out documents and forms, such as job applications and those required by the government.
· Facilitates activities with participants E.g. resources discussion, social engagement/interaction, adjustment to disability discussion, games, etc.
· If needed, assists participant’s personal needs and issues to include but not limited to helping them with personal care.



	
Duty 3
General Summary of Duty 3	% of Time	 20	
Maintains the security of the building and the general safety of the participants.  Responds appropriately to emergency situations as they arise.

	Individual tasks related to the duty.
· Is a member of a team that provides 24/7 staffing for the residential Training Center.
· Makes regular physical security inspections of the building and grounds to ensure that no problems exist.
· Assist in controlling aggressive or disruptive behavior.
· Observes and monitors movement and activities of participants in the facility, providing documented reports to management.
· Responds to such emergency situations as fire alarms and tornado warnings by taking appropriate measures as needed.
· Documents all events and issues.
· Maintains a list of participants who would require extra help during emergency evacuations.  This list is posted in 4 locations throughout the building and is utilized in emergency situations.
· Monitors weather conditions and notifies maintenance staff if there is a need for snow removal.

	Duty 4
General Summary of Duty 4	% of Time	 20	
Assists other staff with administrative roles and complete assigned tasks related to the operations of the Training Center facility and programming.

	Individual tasks related to the duty.
· Reviews participant information prior to arrival and assesses accommodation needs.
· Prepares necessary paperwork for new participants entering their assigned training.
· Follows up with participants as necessary.
· Updates the participant census data daily.
· Assists in retrieving, updating, and storing participant information and internal trackers.
· Makes instructional materials accessible to meet staff or participant’s individual needs. These include creating materials in the appropriate formats of Braille, digital and/or large print.
· Acts as contingency backup assistance for staffing needs arising in the dietary, housekeeping or administrative departments.
· Keeps staff informed about concerns arising with the participants and sends these concerns in written report form to appropriate staff.



	
Duty 5
General Summary of Duty 5	% of Time	 5	
Other duties as assigned.

	Individual tasks related to the duty.
· Completes other duties as assigned.

	Duty 6
General Summary of Duty 6	% of Time		


	Individual tasks related to the duty.
· 
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	16.	Describe the types of decisions made independently in this position and tell who or what is affected by those decisions.
Considerable judgment is used regarding what information needs to be shared with training center staff. The person in this position may be the only individual available to respond to emergency situations to maintain the safety of the participants in programming and in obtaining additional emergency assistance. BSBPTC participants and staff are affected by these decisions.

		17.	Describe the types of decisions that require the supervisor’s review.
•	Whenever there are questions regarding LEO, BSBP or Training Center regulations, policies, procedures, and rules.
•	Any concerns that may affect the participant’s ability to achieve program goals.
•	Any financial decisions/liabilities on behalf of BSBPTC.

		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.
The job duties require the employee to handle physical demands of work including, walking, sitting, aggressive behavior management practices. Work within indoor (90%) and outdoor (10%) conditions. Work with individuals who may have a variety of contagious diseases (25%) requiring the knowledge and use of "universal precautions."  Provide assistance to individuals getting out of wheelchairs, up from a seated position, etc. (10%)

		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

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

		20.	This position’s responsibilities for the above-listed employees includes the following (check as many as apply):
	Complete and sign service ratings.		Assign work.
	Provide formal written counseling.		Approve work.
	Approve leave requests.		Review work.
	Approve time and attendance.		Provide guidance on work methods.
	Orally reprimand.		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?
Duties #1 – 5 as described in section 15, above.

		24.	Indicate specifically how the position’s duties and responsibilities have changed since the position was last reviewed.
This position provides direct health care services to persons in the care or custody of the State on a regular basis.  Therefore, this position is deemed test-designated per the UAW contract and incumbent in this position is subject to random drug testing.
Reorganized duties and decreased the % identified under Duty 2 by 5%.
Under Duty #1: Removed COVID19 rapid testing, added a confidentiality statement, and reworded two additional bullet points for enhanced clarity.
Under Duty# 3: Added bullet point related to working with participants on the use of raised toilet seats, shower chair, or other applicable medical bathroom aids. Also included facilitating activities with participants.
Added Duty # 5: Other duties as assigned.

		25.	What is the function of the work area and how does this position fit into that function?
The work area functions as a comprehensive residential training center (24/7 facility) for individuals with a diverse background and wide age groups who are blind or visually impaired.  This position provides health care education, skills reinforcement, nursing assistance, safety and support to training center participants.

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

	EDUCATION:
Possession of a certificate from a practical nursing education program accepted for licensure by the Michigan Board of Nursing.  

	EXPERIENCE:
No specific type or amount is required.

	KNOWLEDGE, SKILLS, AND ABILITIES:
Knowledge of practical nursing techniques and methods. 
Knowledge of methods used in implementing resident care program objectives and vocational rehabilitation. Knowledge of current practical nursing technology and methods. 
Knowledge of medications and treatments used in patient care.  
Knowledge of infection control procedures. 
Some knowledge of mental or behavioral characteristics of physically or mentally disabled people. 
Ability to follow verbal and written instructions. 
Ability to observe and record information used to make clinical and program staff decisions. 
Ability to carry out detailed instructions. 
Ability to administer medications and implement treatment plans. 
Ability to instruct others on promotion of health and prevention of disease. 
Ability to observe and evaluate conditions, reactions and changes in the physical and mental condition of patients.  
Ability to maintain appropriate attitudes and conduct necessary to the welfare of participants.   
Ability to maintain records, prepare reports and correspondence.  
Ability to communicate effectively.  
Ability to maintain favorable public relations. 
Ability to maintain composure under stressful situations.  

	CERTIFICATES, LICENSES, REGISTRATIONS:
Possession of a Michigan licensure as a Practical Nurse in good standing.

	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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