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1.
Position Code



	
	State of Michigan

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

Lansing, MI 48909
	

	Federal privacy laws and/or state confidentiality requirements protect a portion of this information.
	POSITION DESCRIPTION
	


	This form is to be completed by the person that occupies the position being described and reviewed by the supervisor and appointing authority to ensure its accuracy.  It is important that each of the parties sign and date the form.  If the position is vacant, the supervisor and appointing authority should complete the form.

This form will serve as the official classification document of record for this position.  Please take the time to complete this form as accurately as you can since the information in this form is used to determine the proper classification of the position.  THE SUPERVISOR AND/OR APPOINTING AUTHORITY SHOULD COMPLETE THIS PAGE.

	
2.
Employee’s Name (Last, First, M.I.)

VACANT
	
8.
Department/Agency

CORRECTIONS

	
3.
Employee Identification Number


	
9.
Bureau (Institution, Board, or Commission)

CORRECTIONAL FACILITIES ADMINISTRATION

	
4.
Civil Service Classification of Position

PROCUREMENT TECHNICIAN-E
	
10.
Division

SOUTHERN REGION ADMINISTRATION

	
5.
Working Title of Position (What the agency titles the position)

PROCUREMENT TECHNICIAN
	
11.
Section

CFA JACKSON BUSINESS OFFICE

	
6.
Name and Classification of Direct Supervisor

Stacey Stinson, State Administrative Manger
	
12.
Unit

PURCHASING

	
7.
Name and Classification of Next Higher Level Supervisor

         Eames Groenleer, State Division Administrator 
	
13.
Work Location (City and Address)/Hours of Work

4000 COOPER STREET, JACKSON, MI  49201        8:00 A.M. – 4:30 P.M.  MONDAY-FRIDAY

	
14.
General Summary of Function/Purpose of Position

This position will perform procurement functions encompassing a broad array of procurement activities in accordance with Department policies and Procedures for the CFA Jackson Business Office.  He/She will assist with purchasing needed supplies and services for correctional facilities serviced by the CFA Jackson Business Office which include Gus Harrison, Detroit Detention Center, Bellamy Creek, Ionia, G. Robert Cotton, Cooper Street, Lakeland, Macomb, Richard Handlon, Charles Egeler, Special Alternative Incarceration, Parnall, Thumb, Woodland, Womens Huron Valley and Southern Regional Business Office.  This position must have knowledge of State purchasing regulations, rules, and practices, as well as, laws pertaining to State purchasing and State contracts.  This position will have contact with vendors for purchases of needed products and/or services.  Along with handling various purchasing functions, such as checking accuracy of information in purchasing requests, creating purchase orders, maintaining files, and meeting with various clients (internal and external).  


	For Civil Service Use Only



	
15.
Please describe your assigned duties, percent of time spent performing each duty, and explain what is done to complete each duty.



List your duties in the order of importance, 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
Process procurement requests for goods and services

	Individual tasks related to the duty.

· Receive and assist with procurement requests from facilities serviced by the CFA Jackson Business Office for purchasing needed items.
· Monitor SIGMA for any pending purchasing documents to include RQS, DOs, POs, and POIs.

· Determine appropriate purchasing process to be used for the purchase of needed items.
· Generate appropriate purchasing documents in SIGMA to purchase needed items.

· Follow up on orders to ensure timely receipt of those orders under the agreed upon specifications.

· Assist as needed to resolve any shortages or discrepancies.

· Distribute copies of purchase orders and procurement requisitions to applicable vendors, accounting and facility staff.

· Maintain records for future reference and potential audit review.

· Monitor inventory and facility purchases to ensure correct commodity numbers, accounting templates, pricing and attachments are accurate.

	Duty 2

General Summary of Duty #2
% of Time
10
Stay current with changing Department of Technology, Management and Budget contracts, changing policies, market conditions, purchasing policies and procedures and State of Michigan supply sources.  

	Individual tasks related to the duty.

· Review DTMB website for contract updates.
· Stay current on policies, purchasing policies and procedures, statewide contracts, and other State of Michigan supply sources.

· Ensure all purchases are completed with MDOC purchasing guidelines to include the Michigan Procurement Policy Manual, State Administrative Guides, DAS Policy and Procedures and Procurement Manager direction.

· Actively communicate with applicable facility staff and serve as a direct resource to ensure facility staff understand and enforce the purchasing guidelines that have been established.


	Duty 3

General Summary of Duty #3
% of Time
10
Research information for purchases.  

	Individual tasks related to the duty.

· Assist Facility Business Managers and other facility staff with purchasing needs at the facilities.

· Retrieve information from past orders for current purchases.

· Search catalogs, contract files, and vendor letters for product information.

· Maintain State Contract files and SIGMA resource manuals.

	Duty 4

General Summary of Duty #4
% of Time
10
Miscellaneous duties.

	Individual tasks related to the duty.

· Maintain all purchasing records in an orderly fashion.

· Initiate complaint to vendor forms and CS-138 requests as needed.

· Provide information and assistance when required to staff and vendors.

· Assist vendors with SIGMA registration process.

· Continually monitor purchasing document balances and close any POs, DOs, and POIs that may no longer be needed.

· Provide information on purchases as requested by the Facility Business Manager and/or Warehouse Supervisors.

· Respond to inquiries by Central Office staff requesting information.

· Provide annual and sick leave relief as needed.

· Place credit card orders for region facilities as needed and provide required backup documentation as required.

· Other duties as assigned.


	Duty 5

General Summary of Duty #5
% of Time
10
Work directly with the CFA Jackson Business Office accounts payable staff and facility warehouse staff.

	Individual tasks related to the duty.
· Assist with questions and issues that are discovered during the invoice payment process.

· Ensure Accounts Payable staff are appropriately paying invoices based on the terms and conditions described on the purchase document or State contract.

· Monitor open encumbrance values to ensure budget appropriateness.

· Report any concerns to appropriate supervisor to ensure additional training is offered when deemed necessary.

· Serve as a mentor to Accounts Payable staff and Warehouse staff on purchasing and receiving requirements.

· Serve as a mentor to both Warehouse and Quartermaster staff to assist with managing inventory levels.



	Duty 6

General Summary of Duty 6
% of Time





	Individual tasks related to the duty.




	
16.
Describe the types of decisions you make independently in your position and tell who and/or what is affected by those decisions.  Use additional sheets, if necessary.

This position requires individual decision making along with interpreting policies, procedures and any purchasing guidelines established by the MDOC. Prioritizing of tasks is essential as deadlines are built into the job. Communicate effectively in both written and oral formats. Seek clarification when ambiguous direction is discovered. Areas affected by these decisions would be the CFA Jackson Business Office and the facilities serviced by that office.

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

When items being purchased does not match estimated cost. Any changes to inventory items currently being stocked.

Orders for large quantities which would increase inventory asset values significantly. When guidance is needed for

situations not covered by the Michigan Procurement Policy Manual, State Administrative Guides, Policy, and Procedures.

	
18.
What kind of physical effort do you use in your position?  What environmental conditions are you physically exposed to in your position?  Indicate the amount of time and intensity of each activity and condition.  Refer to instructions on page 2.

Mental effort along with extensive use of hands, wrists and arms required in the use of computer and writing required in accounting.
Environmental conditions include hours of exposure to computer screen and pressure working around prisoners on a daily basis.  Sitting 85%; standing 5%; walking 5%; bending 4% and lifting 1-50 lbs, 1%.

	
19.
List the names and classification titles of classified employees whom you immediately supervise or oversee 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.
My responsibility 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.

	
21.
I certify that the above answers are my own and are accurate and complete.


Signature


Date


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

	TO BE COMPLETED BY DIRECT SUPERVISOR


22.
Do you agree with the responses from the employee for Items 1 through 20?  If not, which items do you disagree with and why?

Yes

	
23.
What are the essential duties of this position?

Ensure all supplies and services needed to operate the facilities serviced by the CFA Jackson Business Office are purchased in a timely manner, at a fair or contracted price and delivered according to needs. This must be done within the guidelines established by Departmental Polices and Procedures, state contracts, Michigan Procurement Policy Manual and the State Administrative Guide.

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

We are requesting to downgrade this position for training purposes from the Procurement Technician–A to the Procurement Technician-E. Once the employee completes the training period with satisfactory ratings, the position will be reclassified to the advanced level.  The financial program that was previously used is now obsolete and currently the financial program being used is SIGMA.

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

The function of this work area is to ensure items and services needed for the efficient operations of the facilities are

purchased. This position will help accomplish this by purchasing needed items and services, monitoring orders in SIGMA, and ensuring the appropriate purchasing documents are approved at the appropriate levels. This position will work closely with Facility Business Managers to purchase required items.

	
26.
In your opinion, 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:

Procurement Technician 7:

One year of administrative support procurement experience in a purchasing office equivalent to the experienced level, or one year of experience in the receipt, storage, and distribution of supplies and materials equivalent to the 7 level. 

Procurement Technician 8:

One year of experience equivalent to a Procurement Technician 7, or one year of administrative support procurement experience in a purchasing office equivalent to the advanced level, or one year of experience in the receipt, storage, and distribution of supplies and materials equivalent to the 8 level. 

Procurement Technician E9:

Two years of experience equivalent to a Procurement Technician, including one year equivalent to a Procurement Technician 8. 
Alternate Education and Experience Procurement Technician 7 – 10:

Completion of a one-year college level business program may be substituted for the entry level (7 level) experience requirements. Possession of a Bachelor’s degree and two years of job-related experience qualifies for the experienced level Procurement Technician E9 classification.

	KNOWLEDGE, SKILLS, AND ABILITIES:

Effective verbal and written communication skills. Must have knowledge and understanding of procurement guidelines,

policies and procedures. Must be able to prioritize effectively to meet deadlines and assist with problem solving.

	CERTIFICATES, LICENSES, REGISTRATIONS:

None

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

	
27.
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

	
28.
Indicate any exceptions or additions to the statements of the employee(s) or supervisor.



	
29.
I certify that the entries on these pages are accurate and complete.


Appointing Authority’s Signature


Date


Page 4

