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	State of Michigan
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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

	
	Michigan Department of Corrections/CFA

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

	
	Bureau of Health Care Services

		4.Civil Service Position Code Description

	10.	Division

	Secretary-A 9
	Health Care

		5.Working Title (What The Agency Calls The Position)

	11.	Section

	Administrative Healthcare Secretary
	Administration Office 

		6.Name And Position Code Description Of Direct Supervisor

	12.	Unit


	TBD; Registered Nurse Director-3 17
	Duane Waters Health Center (DWH) 

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

	Marti Kay Sherry; Health Services Administrator 19
	3857 Cooper Street, Jackson, Michigan 49201
80 hours/pay period

		14.	General Summary of Function/Purpose of Position

	This is a secretary position performing duties for the RGC Complex Healthcare Administrator. This position keeps the Administrator apprised of concerns and assists in tracking projects that the Administrator directs. This position requires discretion in interpreting and applying instructions and guidelines based on the Administrator’s viewpoint. Responsible for assisting in operations and management of the health care office in its entirety, including making independent decisions, accumulation and compiling data for required reports, management of supply inventory, attending meetings as requested by the Administrator, direct supervision of preparing, processing, updating, maintaining office files and correspondence.  It also assists in coordinating or providing information related to litigation. 
This position is located 100% within the secured perimeter of a correctional facility. This position has daily contact with prisoners. This is a test designated position, subject to random drug and alcohol testing. 

		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		35	
Organization and management of the Administrator’s Office. 

	Individual tasks related to the duty.
· Receives all incoming correspondence and reports to RGC Complex Healthcare Administrator. Determines the needs before going to Administrator’s desk. Handles those things that can be completed before being reviewed by the Administrator. Follows up to be sure all correspondence is answered properly and in a timely manner. Answers and screens telephone calls and provides information as possible.  Transfers calls appropriately to Administrator or other staff. Handles some matters independently or refers to appropriate staff member. Initiates correspondence as necessary for Administrator in answering prisoner mail, setting up meetings, letters, etc. as assigned. Creates and maintains filing system for Administrator as well as follow-up. Reviews all outgoing correspondence from Administrator’s office for conformity, procedure requirements and including of necessary materials. Maintains Administrator’s schedule. Serves a liaison between the Administrator and health center staff. Communicates specific information among staff members. Updates Administer on a daily basis of the status of issues throughout the health center. Receives prisoner grievances (Step 1 and Step 2) from the RGC Grievance Coordinator. Logs them in and distributes to managers/supervisors for response, monitors due dates and sends reminders for timely responses, and photocopy responses and return to RGC Grievance Coordinator. 

	Duty 2
General Summary of Duty 2	% of Time		35	
Administrative support for activities at Duane Waters Health Center and the C-Unit. 


	Individual tasks related to the duty.
· Maintains appointments and responsible for setting up daily/weekly/monthly meetings for the Administrator. This includes adjusting schedules, taking/transcribing/distributing minutes. Responsible for creating/updating format for agenda and minutes of health center meetings. Reviews minutes on a regular basis to be sure they are occurring and that the Administrator’s issues are being followed up and resolved. Directly responsible for monthly staff meetings, case management and any other meetings as directed by the Administrator. This includes gathering pertinent data, preparing minutes, agenda and reviewing issues with the Administrator before each meeting. Responsible for coordinating information for monthly report to the Warden; collects data, reports, and reviews final product before monthly submission. 



	
Duty 3
General Summary of Duty 3	% of Time		10	
Litigation Coordinator for Duane Waters Health Center and the C-Unit health care staff. 

	Individual tasks related to the duty.
· Receive and serve lawsuits on defendants. Prepare Letter of Representation for defendants. 
· Explain process to defendants and assist in preparing response memos (for affidavits) for the Attorney General’s Office.
· Send Letter of Representation and response memo to the Attorney General’s Office and Central Office Litigation.
· Gather documents and any other information for the Attorney General’s Office as requested.
· Serve subpoenas on employees as directed.
· Review affidavits sent form the Attorney General’s Office for signature with employees, have affidavits notarized and return to the Attorney General’s Office. 
· Scan and send any legal documents received in question to Central Office Litigation Manager for determination in processing.
· Set-up meetings for phone conferences with staff as directed by the Attorney General’s Office.
· Attend Litigation Training as scheduled by the Central Office Litigation Manager. 


	Duty 4
General Summary of Duty 4	% of Time		15	
Responsible for coordinating the hiring of health care staff at Duane Waters Health Center.
Maintain and update organizational charts.
Maintain and update Civil Service vacancy report.
Maintain and update contractual employees report.

	Individual tasks related to the duty.
· Identify the needs and send list via email to contractual companies.
· Receive resumes and review with managers.
· Set-up interviews and coordinator interview panel.
· Ensure selected candidates are LEIN cleared and all pertinent paperwork has been received.
· Arrange start date with Training Department for facility and floor orientation.
· Maintain hiring files of contractual staff.
· Ensure organizational charts are up-to date.
· Complete CAJ-600s for any vacancies and forward to the Warden’s Office for processing.
· Ensue vacancy (State positions) spreadsheet is up to date. 
· Ensure contractual employee’s spreadsheet is up to date.
· Follow-up with contractual companies to ensure contractual clerical staff do not work beyond maximum allotted work hours.



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

	Individual tasks related to the duty.
· On a weekly basis, update and print copies of the sign-in sheets located in the East gate of DWHC. 
· On a bi-monthly basis, print copies of ER physician timesheets from Tracy Time and fax to Dr. Fuller’s office. Obtain signatures for manual timesheets for those timesheets that did not print in Tracy. 
· Run LEINS as needed for new contractual hires/vendors/repair personnel/visitors for prisoner bedside visits and for inspector.
· Update DWHC phone directory and send to all Jackson Region Warden’s secretaries, RPA’s Office & BHCS Central Office.  
· Complete yearly mandatory classroom and computer-based training.
· Participates in facility mobilizations and other security activities.
· Assists with related assignments when other employees are on annual leave, sick leave, or when the position is vacant.
· Completes timesheet timely and accurately.

	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.
This position is responsible for the organization and management of the Health Center’s Administration Office and for making any administrative/managerial decisions, which affect these responsibilities. 

Administration support staff within Duane Waters Health Center as well as others may be affected. 


		17.	Describe the types of decisions that require the supervisor’s review.
Decisions that have not been clearly defined within this position’s area of responsibility and authority are inconsistent with this level of expertise and/or about which an individual in the position is not confident in making. m not confident.

		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 physical work is sedentary, predominately performed sitting with minimal standing, lifting or carrying requirements. Environmental conditions including exposure to all security levels of prisoners. 

		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

	None
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

		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?
Provide administrative support to the Health Administrator for all health care services to prisoners at Duane Waters Health Center and the C-Unit. 


		24.	Indicate specifically how the position’s duties and responsibilities have changed since the position was last reviewed.
         This position is no longer a supervisor.



		25.	What is the function of the work area and how does this position fit into that function?
Same as #14.

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

	EDUCATION:
Educational level typically acquired through completion of high school.


	EXPERIENCE:
Four years of office experience involving administrative support practices, including one year equivalent to advanced 8-level administrative support work, or equivalent to a Secretary E8, or Legal Secretary E8.

OR

Four years of office experience involving administrative support practices, including two years equivalent to experienced E7-level administrative support work, or equivalent to a Secretary 7, or Legal Secretary 7.


	KNOWLEDGE, SKILLS, AND ABILITIES:
Skill in typing.
Knowledge of supervisory techniques.
Knowledge of court procedures and requirements related to the work.
Knowledge of the organization and maintenance of filing systems.
Knowledge of personnel practices.
Ability to determine the need for revision and/or change in instructions and guidelines.
Ability to interpret and explain appropriate work instructions and guidelines to subordinate employees.
Ability to use reference material and organize material for reports.
Ability to compose correspondence and prepare reports.
Ability to make decisions and take necessary actions.
Ability to communicate effectively.
Ability to meet and deal effectively with others. 
Ability to maintain composure during stressful situations occurring as a result of workloads and/or deadlines.
Ability to apply instructions and/or guidelines as appropriate in the performance of management support activities.
Ability to use legal reference materials. 



	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.

	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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