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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.)


	
8.
Department/Agency

Michigan Department Of Corrections

	
3.
Employee Identification Number


	
9.
Bureau (Institution, Board, or Commission)

Correctional Facilities Administration

	
4.
Civil Service Classification of Position

Corrections Shift Supervisor -1
	
10.
Division

 SAI Unit @ JCS

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

Sergeant
	
11.
Section



	
6.
Name and Classification of Direct Supervisor

Correction Shift Supervisor-2
	
12.
Unit



	
7.
Name and Classification of Next Higher Level Supervisor

Corrections Shift Supervisor-3
	
13.
Work Location (City and Address)/Hours of Work

3100 Cooper Street
Jackson, MI  49201

	
14.
General Summary of Function/Purpose of Position

Assists in maintaining custody and control of the facility.  Assists in promoting a working environment that enables staff to become knowledgeable of and well versed in the Vision and Mission of the Michigan Department of Correction including the Intensive Re-Entry program.  As a first-line supervisor, approves leave; establishes shift schedules; determines the need for overtime; prepares service ratings; trains and counsels staff; enforces program discipline and reviews disciplinary actions taken by staff; ensures staff comply with SAI Program standards and rules.  This position has numerous specific responsibilities including the supervision of intake, public works, facility operations as well as shift supervisor responsibilities.

Acts as a shift commander in the absence of the Captain and Lieutenant which requires making command staff decisions concerning the welfare of staff and offenders as well as custody and security decisions, completing critical incident reports and making administrative and law enforcement notifications.  Ensures that safe conditions exist for staff and offenders and sees that unsafe conditions are removed or corrected.



	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
50% of Time



The overall supervisor of a specific operational function and the promotion of the principles of the Intensive Re-Entry program.  

	Individual tasks related to the duty.

· Maintains control by ensuring compliance with rules, regulations, policies and procedures.  Projects the SAI image by maintaining proper grooming and uniform standards.  Ensures all staff maintain these standards.  May include budget monitoring and project oversight.

· Discusses the Intensive Re-Entry program with staff and ensures program standards and the treatment of trainees are in accordance with the Vision and Mission of the MDOC. 

· Monitors programming to ensure that classroom instruction is conducive to a proper learning environment.



	Duty 2

General Summary of Duty 2
25% of Time



First-line supervisor


	Individual tasks related to the duty.

· Prepares biweekly work schedules and overtime reconciliation reports, assigns overtime when directed, approves and disapproves leave requests, prepares service ratings and conducts training and counseling.

· Assists in properly maintaining overtime equalization lists and ensuring that proper overtime procedures are followed.  

· Directs security monitoring exercises, tool/key/caustic/fire safety control.  Receives custody/security reports and documents and files for monthly report.  This may include having responsibility of a specific area (i.e., intake, public works or facility operations).

· Ensures staff are correctly and consistently logging in all logbooks as required, reading post orders, and are acting in accordance with the MDOC policies and procedures.

· Ensures staff are properly conducting and documenting their required pat-down and bunk searches.

· Responds to emergencies and prisoner disruptions.

· Ensures proper use of force exercising use of force alternatives and defusing techniques, whenever possible.


	Duty 3

General Summary of Duty 3
10% of Time



Disciplinarian for staff and trainees

	Individual tasks related to the duty.

· Serves on the Program Review Board, reviews misconduct reports, critical incident reports, grievances and casenotes.  

· Conducts investigations as directed by the Deputy Warden.

	Duty 4

General Summary of Duty 4
10% of Time



Conducts facility inspections

	Individual tasks related to the duty.

· Conducts rounds and makes visual inspections of staff and trainees.  Makes written reports as to the noted conditions, including audit reports.


	Duty 5

General Summary of Duty 5
5% of Time



Participates in trainee training activities

	Individual tasks related to the duty.

· Conducts physical training and drill.

· Teaches proper housekeeping standards.

· Conducts programming classes, orientation and safety education.

	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.

Must respond immediately and decisively in cases of emergency.  This will include any disasters, medical emergencies or critical incidents that would affect the overall operation of the facility.

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

Incidents involving employee discipline, changes in procedure and post-emergency situations.

	
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.

Walk, sit, stand, run.  Indoors, outdoors.  Work is inside a fenced correctional facility.  Must do inspections of work crews, buildings, etc. in inclement weather.  Occasionally lead staff and trainees in physical fitness program for motivational purposes.  There is considerable stress involved in working daily inside a fences facility.

	
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

	SAI Officers 8, E-9, E-10
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
20.
My responsibility for the above-listed employees includes the following (check as many as apply):

X
Complete and sign service ratings.
X
Assign work.

X
Provide formal written counseling.
X
Approve work.

X
Approve leave requests.
X
Review work.

X
Approve time and attendance.
X
Provide guidance on work methods.

X
Orally reprimand.
X
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?

To provide first-line supervision of an eight hour shift and to maintain standards and performance.  To respond decisively and properly in cases of emergency.

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

None

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

The Special Alternative Incarceration (SAI) Program is a 90 to 120-day program of strict discipline, hard physical labor and programming designed to develop self-esteem, self-discipline, responsibility and a work ethic.  SAI is a prison diversion program for male and female prisoners and probationers.  The program is very intense physically and mentally.  It requires staff to also be intense, in good physical condition and be able to positively motivate trainees.  This person is first-line supervisor for a specific eight hour shift.

	
26.
In your opinion, what are the minimum education and experience qualifications needed to perform the essential functions of this position.

	EDUCATION:

High school diploma or equivalent

	EXPERIENCE:

Two years of experience equivalent to the E-10 level or above providing services in a corrections setting at least one of which is in the SAI Program.

	KNOWLEDGE, SKILLS, AND ABILITIES:

Personnel management skills, ability to effectively communicate orally and in writing, listening ability, staff training and motivation skills.

	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 2

