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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

	
	Department of Corrections

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

	
	CFA-Jackson Business Office

	
4.Civil Service Position Code Description

	10.
Division

	Refrigeration Mechanic-Licensed 11
	Administrative Services

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


	11.
Section

	Refrigeration Mechanic
	Physical Plant

	
6.Name and Position Code Description of Direct Supervisor

	12.
Unit



	Paul Anderson, Physical Plant Supervisor 1
	CFA-Jackson Business Office

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

	Dave Albrecht, Administrative Manager -3
	4000 Cooper St. Jackson, MI  49201

       Monday – Friday 0700 - 1530

	
14.
General Summary of Function/Purpose of Position

	To safely and efficiently install, operate, monitor, repair and maintain operation of all Jackson Business Office and assist Southern Faculties refrigeration, air conditioning, heating, hydronic, and humidity systems and controls utilizing self and prisoner workers to complete duties.   This position is to comply with all applicable department policies, procedures, MIOSHA standards and laws while performing required duties.  Instructs skilled, semi-skilled and unskilled prisoners with the performance of assigned tasks or duties.  Also completes work requests and scheduled preventive maintenance.  Develops material orders and specification as well as monitors material inventories. This is a hand’s on position and this person is expected to handle all duties as assigned.  Travel which may include overnight stays.

	
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
50
Supervise, train, and assign work to detailed prisoner workers all day on a daily basis. Monitor and assist inmate workers in the performance of their work assignments.  Ensures HVAC and mechanical equipment and systems in the Jackson Business Office and assist Southern Faculties are maintained in accordance with manufacturers recommendations and maintained in accordance with department maintenance policies and operating procedures. 

	Individual tasks related to the duty.

· Supervises inmate workers daily in the performance of their work.
· Compliance with inmate supervision and count procedures and practices.
· Compliance with Tool Control, Key Control Procedures and practices.
· Ability to read blueprints, service manuals, and operate necessary test equipment needed to maintain HVAC systems. 
· Complies with Departmental, Federal, State, and Local policies, procedures, rules, and regulations.
· PM and repair all equipment as needed.

· Ensure inventories are maintained and all needed materials are ordered in a timely fashion.

· Maintain all required records in an orderly matter.

	Duty 2

General Summary of Duty 2
% of Time
40
Install and repair refrigeration, air conditioning, ventilation, heating, and humidity control systems. Lays out jobs and orders necessary materials necessary to complete assigned work. Follows up on materials ordered to ensure timely completion of assignments. Requests assistance from supervisor with any difficulties in obtaining or receiving materials. Maintains a small inventory of critical hard to obtain repair parts. Identifies and orders critical parts enough in advance to reduce the amount of equipment downtime

	Individual tasks related to the duty.

· Obtains necessary information needed to order correct part(s)
· Identifies cost and availability of needed parts and processes order
· Follows up on order and upon receipt ensures correct parts have been received. Informs supervisor of receipt of part(s) and of any discrepancies in order(s)
· Troubleshoot and repair all H.V.A.C. equipment.  Work from blueprints, schematics and other plans and specifications in order to independently construct, assemble and install refrigeration equipment.
· Develop plans, estimates, and installs refrigeration, air conditioning, heating, ventilation, and humidity control projects, including determining time, equipment and human and material resources needed to complete work.
· 


	Duty 3

General Summary of Duty 3
% of Time
10
Reads new or updated Policies, Directors Memorandums, and Operating Procedures.  Attends Monthly Staff Meetings.  Works cooperatively with Custody and supervisors and in accordance with policies and procedures during Mobilizations and Emergency Counts. Monitors Tools, and Keys Daily, and completes Weekly Tool Check and Weekly Tool Report, and assists with  Inmate counts or supervision when requested by supervisor.

	Individual tasks related to the duty.

· Reads and complies with policies and procedures, and Department of Corrections, Employee Handbook
· Discusses any questions regarding interpretation of Policies and Procedures, or Employee Handbook with supervisor
· Complies with instructions or orders given by supervisor
· Treats inmates, peers, supervisors and the public in a humane, fair and equal manner.
· Completes other duties as assigned
· 

	Duty 4

General Summary of Duty 4
% of Time





	Individual tasks related to the duty.

· 


	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.

When to call manufacturer for technical information or ordering of repair parts.  Lying out of work assignments and which method to use to get it done quickly and efficiently. Which tools, parts, or inmates to use that will work best on a given assignment.

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

When a need to shut down a critical piece of equipment, or utility that could affect the normal operation of a department or of this facility.  When a need of some expertise that only my supervisor has knowledge of or can obtain for me. When actions if taken could have a negative impact on the safety or security of staff at this facility.

	
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.
Carry and climb ladders, drive vehicles, crawl in attics or work in basements, and tunnels. Work with small components.  Work inside a correctional facility with and supervise prisoners. Work in all types of weather conditions, like rain, snow, and hot dry weather. Work on top of tall buildings approximately 50 feet high.  Crouch, kneel, crawl, reach up, bend down, and walk long distances.

	
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?


	
23.
What are the essential functions of this position?

Install and maintain all heating, refrigeration, ventilation and air conditioning equipment.

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

         Duties include assisting of other trade personnel in various assignments.



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

         Maintaining Jackson Business Office buildings and assisting Southern Michigan Correctional                                                          Facilities.  Position maintains and installs all temperature control equipment.



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

	EDUCATION:

High school graduate or equivalent.



	EXPERIENCE:

Five years of experience in the refrigeration mechanic, including one year equivalent to a Refrigeration Mechanic E10.



	KNOWLEDGE, SKILLS, AND ABILITIES:

Ability to train and instruct others in the mechanical field.  

Ability to assign work to prisoners.

Ability to develop plans and estimates for major projects.



	CERTIFICATES, LICENSES, REGISTRATIONS:

Licensed by the State of Michigan as Mechanical Contractor. Possession of an EPA Refrigerant Recovery Certification.



	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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