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		1.	Position Code
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	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
CORRECTIONS

		3.	Employee Identification Number

		9.	Bureau (Institution, Board, or Commission)
CFA

		4.	Civil Service Classification of Position
CORRECTIONS SHIFT SUPERVISOR 1 
		10.	Division
PARNALL CORRECTIONAL FACILITY 

		5.	Working Title of Position (What the agency titles the position)
SERGEANT
		11.	Section
OPERATIONS

		6.	Name and Classification of Direct Supervisor
CORRECTIONS SHIFT SUPERVISOR 2 
		12.	Unit
CUSTODY

		7.	Name and Classification of Next Higher-Level Supervisor
 CORRECTIONS SHIFT SUPERVISOR 3
		13.	Work Location (City and Address)/Hours of Work
1780 E PARNALL ROAD JACKSON, MI 49201
VARIES

	14. General Summary of Function/Purpose of Position
Responsible for supervising, training, and monitoring employees assigned to shift complements.  Monitor prisoner movement, control contraband, inspect assignments/building, supervise prisoners during meal lines, maintains key control, participate in employee corrective and disciplinary action, assist in the clearing of prisoner count and monitoring all assignments and/or Control Center activities as applicable.  Supervise and ensure Parole and Discharge releases are processed properly.  Acts as a Timekeeper for the Corrections Officers.  Completes yearly evaluations as assigned.  



	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	% of Time	45 
As a first-line supervisor, supervise job performance of Corrections Officers in custody assignments. 

	Individual tasks related to the duty.
· Responsible for enforcing policy, procedure, memorandums and directions from Warden, Deputy Warden, or their designee.
· Ensure line staff are aware of the duties associated with their assignment through verbal and written instructions and commands
· Brief subordinates of any unusual concerns related to facility operations.
· Determine line staff assignments, including coordinating meal relief.
· Ensure all staff are present for, and timely to, assignments and are in proper uniform.
· Make daily rounds of assignments, sign Post Order Manuals and ensure appropriate staff sign Post Orders and Logbooks of the assignments as applicable.
· Assist in training line staff, ensuring required DOC reports/forms are completed accurately and timely, and forward to appropriate supervisor.
· Monitor line staff’s daily personal and area searches and ensure recording of same.  
· Conduct daily rounds, checking and ensuring good housekeeping and standards are met.
· Check for maintenance and sanitation problems.
· Supervise evacuations drills.
· Provide employee corrective action where necessary.
· Complete yearly evaluations of corrections officers as assigned.

	Duty 2
General Summary of Duty 2	% of Time	25	
Monitor Prisoner Movement through supervision efforts of line staff to ensure orderly operation of facility.

	Individual tasks related to the duty.
· Review and inspect prisoner counts completed by line staff for accuracy and timeliness, report inconsistencies and deficiencies.
· Ensure line staff are present and highly visible during mass movement.
· Supervise officers to ensure prisoner movement is valid and in order by inspecting prisoner details.
· Provide direct staff supervision of prisoner dining room and prisoner escorts to temporary holding cells
· Phone housing units to notify of release time in order that prisoners may report timely to the dinning room
· Phone housing units to notify of release time in order that prisoner may report timely to the dining room for meals; supervise prisoner dining room to ensure orderly operation during meals.
· Ensure appropriate DOC form/reports are completed in relation to assignments and prisoner activities.



	
Duty 3
General Summary of Duty 3	% of Time	20	
Responsible to ensure appropriate security functions are completed in an accurate and timely manner.

	Individual tasks related to the duty.
· Ensure inspection and officers in inspection of facility buildings/housing units and assignments such as schools, food service, etc.
· Report to appropriate supervisor any security problems or observations and complete appropriate Department of Corrections forms/reports. 
·  Conducts monthly scheduled shakedowns to remove contraband and complete contraband removal forms as required.
· Supervise and maintain key control and other equipment as it relates to assignment.
· Ensure all Security Monitoring Exercises are completed as well as ensure all personal shakedowns and area shake downs are completed.
· Ensure appropriate Department of Corrections forms/reports are properly prepared in a timely manner and forwarded to appropriate supervisor.

	Duty 4
General Summary of Duty 4	% of Time	10	
Assist in Control Center Operations.


	Individual tasks related to the duty.
· Make unscheduled required daily rounds in the Housing Units and holding cells.
· Maintain key control, radio control, and other equipment that may be stored in the Control Center.
· Assist Shift Commanders in the review of Major Misconducts and Notices of Intent.
· Act as a liaison between Administrative Staff, Shift Command, and line staff.
· Perform custodial supervisory functions as directed by Shift Commander, which may include weapons, and training instructions, report writing, squad leader responsibilities, camera operator, ordering sanitation/office supplies, etc.
· Coordinate and direct line staff appropriately to ensure compliance with command directives during emergencies.
· Act as a Timekeeper for the corrections officer on shift.



	
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.
· 


[bookmark: AddPage]
	
	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.
Ensure Corrections Officers are in their assigned areas in a timely manner, evaluate performance, implement discipline, counseling and/or training, supervise scheduled and unannounced shakedowns of prisoners and facility buildings and areas.  Make decisions based on situational needs.  Make decisions based on situational needs.  Make decisions in reviewing major misconducts.  Assist Shift Command in operating the Control Center.  

		17.	Describe the types of decisions that require your supervisor’s review.
Prisoner movement, placement of prisoners on “holding cell” status.  NOI decisions regarding prisoner safety, critical incidents, corrective and disciplinary action of subordinate staff.

		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.
Daily and continuous walking, standing, sitting, bending, occasional stair climbing. Occasional typing, writing and exertion of physical strength through wrestling type activity when controlling or trying to subdue disruptive prisoners.  Exposure to all forms of weather, second-hand smoke, high noise levels, and potential fires in the housing units.  

		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

	15-20 Corrections Officer E9
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

		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.
	Approve leave requests.	X	Review work.
	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 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?
The position is primarily and essentially responsible for supervising the job performance of corrections officers, monitoring prisoner movement through supervision of line staff to ensure orderly operation of the facility; and ensuring appropriate security and housing functions are completed in an accurate and timely manner, or as directed by the shift command staff.
 

		24.	Indicate specifically how the position’s duties and responsibilities have changed since the position was last reviewed.
The facility has grown from 1352 beds to 1750 beds and the facility has become the parent operation to the SAI Program. 

		25.	What is the function of the work area and how does this position fit into that function?
The function of the work areas is to ensure the safety and security of the institution, to monitor and direct prisoner movement, and to guard prisoners in their living areas.  As a first-line Supervisor, this position ensures a proper flow of communication, both up and down the chain of command and directly monitors prisoner activity at the institution. 

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

	EDUCATION:
Completion of 15 semester (23 term) credits in one or a combination of the following areas: correctional administration, criminal justice, criminology, psychology, social work, sociology, counseling and guidance, educational psychology, family relations, pastoral counseling, or law enforcement. 


	EXPERIENCE:
Two years of experience equivalent to a Corrections Officer, Corrections Transportation Officer, Corrections Medical Aide, or Special Alternative Incarceration Officer. 


	KNOWLEDGE, SKILLS, AND ABILITIES:
Extensive knowledge of the rules, regulations, policies, and administrative practices of the Department of Corrections; problems associated with the extended confinement of large numbers of prisoners; procedures for maintaining security.  Thorough knowledge of riot control, the use of firearms, fire fighting equipment, and detection of contraband; training and supervisory techniques; and employee policies and procedures. Thorough skill in self-defense, the use of assigned weapons, and restraint procedures.  Ability to understand and follow complex oral and written directions; think and act quickly and appropriately in emergencies; and to supervise and assist officers in their duties. 


	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
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