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			This position description serves 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. Employee's Name (Last, First, M.I.)
	8. Department/Agency

	
	DOC-CHIPPEWA FAC/CHIPPEWA TEM

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

	
	CFA

	4. Civil Service Position Code Description
	10. Division

	SECRETARY-A
	Chippewa Correctional Facility

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

	SECRETARY
	Programs

	6. Name and Position Code Description of Direct Supervisor
	12. Unit

	BURTT, JODY L; SCHOOL PRINCIPAL-3
	Education

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

	GAY, HEATHER M; STATE ADMINISTRATIVE MANAGER-1
	4269 W. M-80, Kincheloe, MI  49788 / 40 hrs per week




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		Serves as secretary to the Principal of the school and performs advanced level secretarial duties. Interpret and apply office rules and Department Policy and Procedure to daily secretarial duties. Perform a variety of secretarial duties and some clerical tasks where an advanced secretarial discipline is a substantial and/or essential part of the work. Ability to interpret supervisor's viewpoints to others and to serve as a management assistant to the School Principal. Responsible for assisting in the operations and management of the school office in its entirety, such as: make independent decisions during the supervisor's absence; accumulate and compile materials and facts for several required reports; direct supervision of keeping, processing, updating, securing (custody security of) office files and correspondence; designated timekeeper for school area; as well as normal office duties. This position requires daily contact with prisoners. Secretary is responsible for supervision and training of prisoner clerks.



	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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:
	Percentage:
	30

	Interpret and apply Departmental Policies and Procedures to daily secretarial duties including the input, retrieval, updating and purging of information on OETS; generate and keep OCMS/OETS current; review files, tests and classification sheets in preparation for assigning or assisting with the assigning of changing class assignments; consult with or advise supervisor of those students needing special classes or counseling, calling out prisoners for class assignment, testing placement, or resolving school related problems (both with staff and prisoners), supervise and assign routine duties to prisoner clerks, prisoner porters and other prisoner clerks in their supervisor's absence.

	Individual tasks related to the duty:
	
	

	Input prisoner HSE scores, TABE scores, academic and vocational requirements upon receiving prisoner school file; retrieve current information on institutional movement, writs, incoming and outgoing transfers of prisoners; update OETS with testing scores, initial academic and vocational enrollment information, changes in class assignments, course completions, prisoner and staff requests for disciplinary reasons, job assignments, special education requirements and changes in Title I status. Based on classification sheet recommendations, review prisoner school files for TABE scores, HSE and 1/2 test scores, prior to school placement and vocational trade or counseling completions. Consult with or advise supervisor that prisoner requires special educational placement or has language, handicap and/or vocational placement, TABE, 1/2 HSE testing, class enrollment, principal visit, or other school related issues. Assign prisoner clerk’s office duties including copying, retrieving and filing prisoner school files, pulling office supplies from storage, preparing files and correspondence for mailing under direct supervision.

	Duty 2

	General Summary:
	Percentage:
	25

	Performs advanced and sometimes complicated secretarial duties. Supports management in school related operations.

	Individual tasks related to the duty:
	
	

	Types correspondence, reports, forms and memos from verbal or written instruction as required. Composes routine letters, proofreads, and corrects typed material for principal, self and staff. Prepares meeting agenda, records, and transcribes minutes of meetings, prepares final drafts for signature and distribution. Separates and distributes mail for supervisor and teaching staff. Reads priority correspondence, calls, and issues. Reviews pertinent information from files, documents, and other sources and communicates applicable changes/information to supervisor and staff. Receives telephone calls for Principal. Keeps informed of office details and notifies supervisor of problems or issues of concern. Establishes, maintains, and purges files, inventories and orders necessary supply items and is responsible for distributing as needed. Maintain daily calendar of scheduled events for the principal and teachers. Make scheduling appointments for the Principal and gather materials if necessary. Issued state credit card and responsible for credit card purchases. Compiles documentation required to meet criteria for education ACA standards. Arranges own priorities in work schedule. Functions as timekeeper for education employees and audits staff time in the Data Collection and Distribution System (DCDS). Interviews, hires, trains, and supervises school office prisoner clerks. Assigns work, checks completed assignments, coordinates scheduling and establishes priorities to provide a smooth work flow. Creates new in-house forms as needed.

	Duty 3

	General Summary:
	Percentage:
	25

	Liaison duties. Compile and disseminate necessary material. Review, implement, and monitor the necessary policies and procedures for the school unit to ensure compliance and support to school staff and supervisor. This position must be able to handle the technical work as well as assist in the management activities, including counseling prisoners and offering a representation of the supervisor's viewpoint to staff and prisoners. Must be able to make administrative decisions and manage all work flow in the prisoner school independently. 

	Individual tasks related to the duty:
	
	

	In the Principal's absence answers questions within the scope of authority delegated and based on knowledge of his/her philosophy, input, and usual practice to department personnel and inmates. Circulates correspondence, information, or documents to appropriate staff for action and/or written response to Principal. Compiles reports from education staff for Principal's numerous reports to Administration. Based on referrals from prisoners’ classification sheet, TABE scores and existing test scores, prisoners are entered in OETS/OCMS for the appropriate school waiting lists and/or testing lists. These lists are generated weekly. At the end of each month a report is generated from OETS which includes academic and vocational enrollment totals, waiting lists totals, number of TABE and GED tests given number of completions and drops including reason for drop, academic tutor totals and staffing totals. Data is compiled into a report to be signed by the principal and submitted to Lansing each month. Title I reports are generated to determine the number of prisoners in school who are under 22 years of age. Gathers data for surveys or performs research on special subjects or projects. Submits maintenance requests. Make recommendations to the principal for improving the efficiency of operations, conduct research and make recommendations for office equipment, etc. Maintains communication with various institutional staff in school related matters. When necessary, provides related information to the other institutions and agencies regarding records of prisoner education status. Ensure staff is aware of changes and updates regarding policies and procedures. This position requires extensive knowledge of policies and procedures to ensure compliance and the smooth operations of the facility. This position also requires self-confidence, the ability to make numerous independent administrative decisions, a considerable knowledge of the supervisor's viewpoint, relaying supervisor's viewpoint to staff and prisoners and that ability to follow up on assignments.

	Duty 4

	General Summary:
	Percentage:
	10

	Maintains and updates the school filing system which is comprised of a wide range of subjects and confidential material.

	Individual tasks related to the duty:
	
	

	Creates new categories for filing system as needed. Files material daily to allow for easy accessibility by Principal, as well as when needed to expedite process of paperwork. Files and/or retrieves materials by determining category and content of documents. Purges files, cross references materials for files. Generates new prisoner files as needed. Distributes student reports, scores, memos, etc. when received. Retrieves material as necessary, enters new students into OETS state education system school enrollment, maintain enrollment/prisoner movement so prisoners receive itineraries to report to proper assignments. Enters callouts and lays in classes as required. Actively involved in the process of researching and maintaining records of HSE and High School completions. Purges and logs prisoner school files for transfers. Schedules student testing for multi security levels as necessary. Responds to routine inmate kites and signs as school secretary.

	Duty 5

	General Summary:
	Percentage:
	5

	Access confidential Corrections Management Information System (CMIS) record keeping system to determine location and relevant information with regard to prisoners whether they are currently at or after they have been located at this facility. Also accesses confidential department files for research and verification of information whenever necessary

	Individual tasks related to the duty:
	
	

	Obtains Corrections Management Information System access code approval from data processing coordinator to access CMIS. Enters CMIS data base regularly to access confidential prisoner information pertinent to school related duties such as forwarding school files, prisoner locations, verifying pending paroles, discharges or determines earliest out date, and other information necessary to forward prisoner files, whether to another facility or to records storage. 

	Duty 6

	General Summary:
	Percentage:
	5

	Assist management and support staff in administering, recording and reporting of GED exams

	Individual tasks related to the duty:
	
	

	Receives list of students eligible to take the HSE test. Prepares appropriate memos and callouts for approved students and makes necessary arrangements for escort of lower security level prisoners to the test site. Notify staff members for prisoner holds until completion of HSE testing. Record in student database: date given, form used, and facility location for each subject for each student that has tested. Upon receiving HSE test results, enters into school database the test results and administers copies to the appropriate staff, prisoner files and records. Maintains facility test center copies of all HSEs given at this facility. Consult and support management staff including School Psychologist. Gather pertinent information and schedule testing for HSE.









	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

	
		16. Describe the types of decisions made independently in this position and tell who or what is affected by those decisions. 




	
	

		Answers questions from staff or inmates in relations to school problems that arise. Receives telephone calls from concerned family members of prisoners. Answers questions or concerns regarding departmental or school policy. Relates information to staff or inmates concerning enrollments, payroll, correspondence, etc.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		If there is significant financial or legal implications. Additionally, when the Principal's authorization is required or when security infringement has occurred. When a problem continues to arise, despite various techniques employed, the Principal needs to be notified. When there is not clear indication of policy or operating procedure.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		18. What kind of physical effort is used to perform this job? What environmental conditions in this position physically exposed to on the job? Indicate the amount of time and intensity of each activity and condition. Refer to instructions.




	
	

		This position requires one to be able to work under the pressure of workloads and deadlines. The constant need for high performance and accuracy in the execution of tasks is required. Due to the prison setting, stress is an inherent factor in this position. Prisoner contact approximately 35 hours per week. Directly supervises a prisoner clerk and, on occasion, works alone in the office with this clerk. Works without direct supervisor approximately 75% of the time.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			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.




	
	
	

		Additional Subordinates



	

	
	
	

	
		



	

	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
			20. This position's responsibilities for the above-listed employees includes the following (check as many as apply):




	
	
	
	
	
	
	
	
	

	
		N



	
		Complete and sign service ratings.



	
		N



	
		Assign work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
		N



	
		Provide formal written counseling.



	
		N



	
		Approve work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
		N



	
	
	

	
		N



	
		Approve leave requests.



	
	
	
		Review work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
		N



	
		Approve time and attendance.



	
		N



	
		Provide guidance on work methods.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
		N



	
		Orally reprimand.



	
		N



	
		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?




	
	

	
		I agree with all of the statements made in the above items. And would also add, may require serving in an advisory capacity.






	

	
	
	
	
	
	
	
	
	
	
	

	
			23. What are the essential functions of this position?




	
	

	
		To maintain the smooth and efficient day to day running of the school program at URF. To provide information needed to complete reports. To take initiative in absence of supervisor so there is no interruption of services. To represent supervisor when communication with supervisors and/or visitors. To maintain confidentiality is essential.






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		No major changes with duties, updating terminology.






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		The school office is the hub of the education center. All incoming and outgoing prisoner files pass through this office. The school secretary keeps classes filled to assure prisoners are able to receive their educational requirements as determined by RGC. He/she accomplishes this by reviewing waiting lists. The teachers, as well as the supervisor, rely on the secretary to provide information, to relay messages, to maintain supplies, to take accurate minutes of all staff meetings and to be able to make independent decisions that reflect the supervisor's management style.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			26. 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:



	
	
	
	
	

	
	
	
	
	
	
	

		
Secretary 9
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:



	
	
	
	

	
	
	
	
	
	
	

		Keyboarding, Windows, SIGMA, OMNI, Trust, MS Word, MS access, MS Excel and MS Power Point; ability to maintain both office and prisoner files. Excellent typing and computer skills, good grammatical skills, independent decision-making ability, attention to detail, ability to keep accurate records, good communication skills, initiative to work independently with direct supervision. This employee must be able to work in a multi-level prison having daily contact with prisoners. To be able to train and supervise prisoner office clerks.




	
	
	
	
	
	
	

		CERTIFICATES, LICENSES, REGISTRATIONS:



	
	
	

	
	
	
	
	
	
	

		N/A




	
	
	
	
	
	
	

	
		NOTE: Civil Service approval does not constitute 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 depiction of the duties and responsibilities assigned to this position.



	

	
		



	
		



	

	
	
	
	
	

	
		Supervisor



	
		Date



	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
		TO BE FILLED OUT BY APPOINTING AUTHORITY



	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
		
	
	

	
		Indicate any exceptions or additions to the statements of employee or supervisors.



	

	
	
	

	
		None



	

	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
		
	
	
	
	

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



	

	
	
	
	
	

	
		CRYSTAL BOND



	
		8/9/2023



	

	
	
	
	
	

	
		Appointing Authority



	
		Date



	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
		
	
	
	
	

	
		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



	
	
	

	
	
	
		Date



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



