PARIS C8-129 and PD Reporls

State of Michigan
Civil Service Commission

Capitol Commans Center, P.O. Box 30002

Position Gode

1. RESUMGR2B25N

Lansing, M} 48909

POSITION DESCRIPTION

This position description setves as the official classification document of record for this position. Please complete the
Information as accurately as you can as the position description Is used to determine the proper classification of the position.

2. Employea‘s Name (Last, First, M.1.)

8. Department/Agsncy
DOC-CARSON CITY FAC/CARSON CIT

3. Employee ldentliicalion Number

9. Bureau {{nstitution, Board, or Commissian}

MDGCC - CFA
4, Civll Servica Pogition Code Dascription 10. Division
RESIDENT UNIT-MANAGER-2
6. Working Title {(What the agency calls the position) 11, Sectlon
Resident Unit Manager DRF
8. Name and Position Code Description of Direct Supervisor 12, Unit

4 . | STATE BEPUTY WARDEN-1

7. Nama and Position Code Dascrlptipn of Second Leve! Supervisor

i 5 SENIOR EXECUTIVE WARDEN
17

13. Work Logation {City and Address)fHours of Work

10274 BOYER RD; CARSON CITY, M! 48811 / Monday-
Friday 8:00 am - 4;30 pm

14. General Summary of Functlon/Purpose of Posltlon

To manage and lead a housing unit team ensuring a safe, sfficiant and positively developmental environment for staff and

prisoners.
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15, Please describe the asslgned duties, percent of time spent performing each duty, and what Is done to complete each duty.

List the dutfes from most impariant to least important. The tolat percentage of all dutles performed must equat 100 percent.

Duty 1

General Summary: Percentaga: 25

Oversees the custody, security, safety and efficiency of the housing uni.

{individual taske reiated to the duty:

Monitors all log hooks {caustic, fool inventory, shakedowns, cell inspaction, post arder review, i), and snsures appropriate enforcement rulas, Holds

administration hearings and clags Il misconduct hesrings, davelops and oversees tha budget and addresses safetyfsecurity concerns of prisoners and
staff including attilude and morale issues.

Duty 2
General Summary! Percentage: 26

Provides accurate and clear reports/information both verhally and in writing and In a timely manner.
Individual tasks related to the duty:

Effectively communlcates directions, ideas, and other Information. Complles monthly reporis and prepares documentation on special projects, investigalions
and proposals.

Duty 3
General Summary: Percentage: 25

Ensures appropriate iImplementation of all deparimental and facility policies, procedures and rules,
Indlviduat tasks refated to the duty:

Effectively communicates directions, ideas, and olher infermation. Compiles monthly reporis and prepares documentation on special projects, Investigalions
and proposals,

Duty 4

Ganeral Summary: Percentage: 16
Lead and develops staff,

Individuat tasks related to the duty:

Maintains a posltive atmosphere in the unit; promotes stalf development. Provides opportunily for regular staff mestings and identifies training needs and
takes appiopriate acifon.

Duty &

General Summary: Psreentage: 10
Initiates and promotes appropriate programming for prisoners.

Individual tasks related to the duty:

Ensures programs and educational items from the RGC Tab are addressed. Ensures adequate substance abuse education pregrams are avaliabla in unit,
Ensure group counsaling or other prisonsr self-help groups are ran. Idantifies and initiates pregrams to address prisener neads,

16. Describe the types of decislons made Independently In this pasition and tell who or what Is affected by those declsions.

Judgement Is required regarding interpretation of policy, procedures and rules. Decislons must be made regarding areas
such as deadlines, prioritizing work, delagating and addressing stafffprisoner disciplinary issues.

17, Describe the types of declsions that requlre the supervisors review,

Proposing changes to current pollcy, procedures, or rules. Any decision that effects other areas of the faciiity L.e., programs,
custody or facility operations,

18. What kind of physical efiort is used to perform this job? What environmental conditions In this position physically exposed to on the job?
Indicate the amount of time and Intensily of sach actlvity and condition. Rafer to Instructions.

What environmental conditions are you physlecally exposed to on your job? Indicate the amount of time and intensity of each
gondition. Refer to instructions on page 2. A majority of this work is done at a desk, over the phone or in the housing unit.
Waiking and moving on each level of the unit is also required. This Is a demanding position that requires a high energy level
and daily prisoner contact.

19. List the names and position code descriptions of each classified employee whom this position immediately supervises or oversess on a full-
time, on-going basis,
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NAME CLASS TITLE NAME CLASS TITLE
GEHOSKI, JENNIFER ASSISTANT RES UNI SUP- |FLEISHER, SCOTTD PRISON COUNSELOR-E P11
FZN 11
PURCHASE, BRADLY W PRISON COUNSELOR-E P11|BAKER, AMY A ASSISTANT RES UN| SUP-
FZN 11
REMELTS, JERRY A ASSISTANT RES UNI SUP-
FZN 11

Additicnal Subordinates

20, This position's responsibilities for the above-listed amployees Includes the following (check as many as applyk

Y Complete and sign service ratings, Y Assign wark.

Y Provide formal written counseling. Y Approve work, . !
Y Approve leave requesls, Y Review waik.

Y Approve fime and aftendance. Y Provide guidance onwork methods,
Y Oraily reprimand. Y Traln employees in the work.

22, Do you agraa with the responaes for items 1 through 207 If not, which items do you disagree with and why?

Yes

23, What are the essenlial functions of thls position?

To provide leadership {o the housing unit team. The individual must have a sound knowledge of departmental pelicies and
procedures and be an exceilent communicator. Additicnally, the employee must be crganized and maintain a professional
demeanor. The employee must have the ability to identify training/developmental needs in staff prisoners and address these
appropriately.

24, Indicate specifically how the pasition’s dutiea and responatbilities have changed since the position was last reviewed.

Job duties are focused more on the leadership and development of the housing unit team rather than specific tasks that can
and should be done by the Resident Unit Managers staff.

25, What Is the function of the work area and how does this position fit into that funcilon?

To humanely and safety house prisoners. The RUM is respansible for ensuring this is accomplished through the work of the
housing unit feam,.

26, What are the minimum aducation and experience qualifications needed to perform the essential functlons of this position,
EDUCATION:

Possesslon of a bachelor's degree in any major.
EXPERIENCE:

Resident Unlt Manager 13

Three years of experience equivalent o a Comrections Medical Aide 10, Correclions Resident Representative E10, Resident
Unit Officer £10, Special Allernative incarceration Officer E10, or in a combination of Resident Unit Officer E10 and qualifying
professional experience; two years aquivalent to a Corrections Shift Supervisor 11; or, one year equivalent {o an Assistant
Resident Unit Supervisor 11, Corrections Athletic Coordinator P11, Corrections Pragram Coordinator P11, Gorrections Shift
Supervisor 12, Prison Counsslor P11, Parole Probation Officer P11, or a Clinical Social Worker P11 or Psychaloagist P11 in
an adult cotractional facility.

Alternate Education and Expetience

Resident Unit Manager 13

Education level typically acquired through completion of high school and three years of experience equivalent to a
Corrections Shift Supervisor 13 or Corrections Securlty Inspector 13 may be substituted for the education and experience
requirements.

KNOWLEDGE, SKILLS, AND ABILITIES:
Must have excellent communication skills and a good working knowledge of policy and procedures, Must be an adaptable

and cooperative team-oriented individual. Good decision making and organizational abilities are needed.
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CERTIFICATES, LICENSES; REGISTRATIONS!

None

NOTE: Clvil Service approval does nof consfifute agreement with or acceptance of the desired qualifications of this position.

i certify that the information presented in this position description provides a complete and accurate deplction
of the duties and responsibilifies assigned to this position.

Supervisar Date

IO BE ED OUT BY APPOINTING AUTHORITY

Indicate any exceptions or zdditions fo the statements of employes or supervisors.

nfa

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

%j%ﬁ‘ae_.f G Lf oot i 31015050

7 Appointing Authotity Date

| certify that the information presented in this position description provides a complete and acecurate depiction
of the duties and responsibilities assigned to this position.

Employee Date
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