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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-CORRECTN CENTRAL OFFICE

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

	
	Budget and Operations Administration

	4. Civil Service Position Code Description
	10. Division

	STATE OFFICE ADMINISTRATOR
	Training

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

	Training Administrator
	Training

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

	; SENIOR DEPUTY DIRECTOR
	Training

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

	WASHINGTON, HEIDI; DIRECTOR
	Grandview Plaza; 206 E Michigan Ave., Lansing, MI 48933 / Monday - Friday / 8:00AM - 5:00PM




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		This position is responsible for the management and administration of the Department’s Office of Training and Recruitment and the Green Oaks Training and Professional Development Center, which includes a 180-bed dormitory and a gun range. This position is responsible for the direction and oversight of all new employee and in-service training, recruitment and hiring of all new Corrections Officers, and the overall recruitment for positions in the Department. The position also serves as the Executive Secretary to the Michigan Correctional Officers Training Council, and the Department’s representative on various other training councils and committees. The position directs and supervises the Training Division Support, In-Service, New Employee, Recruitment and Ordnance Sections.



	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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:
	40

	Manages, through a section manager, the development, delivery, and evaluation of all new employee training, averaging 800 new custody officers, 100 new parole/probation officers, and 500 non-custody employees annually. New employee programs range from a minimum of 40 hours of classroom training to 640 hours required for new Corrections Officers. New employee training requirements include mandatory training required by Public Act 415 and other training as determined necessary to perform essential work functions within the MDOC.
Management of the Department’s training academy, which includes classrooms, gun range, dormitory, food service operations, recruitment space, and a computer lab. This includes oversight for fire safety, food service, security, and monitoring building cleanliness and maintenance.

	Individual tasks related to the duty:
	
	

	· Ensure that all Departmental training meets Departmental policy, state, federal, and court requirements.
· Manage the Office of Training and Recruitment spending plan.
· Advise Deputy Directors, Wardens, and Regional Administrators of the status of their employees’ training records.
· Attend Wardens meetings to report on training related issues.
· Conduct internal audits and evaluations to ensure training quality and compliance.
· Approve curriculum for new employee training.
· Ensure training modules are reviewed and updated annually to incorporate policy or law changes.
· Develop and implement procedures related to Academy operations.
· Ensure that contracts for janitorial services, security officers, and food service operations are in place and managed according to Department and DTMB guidelines.
· Ensure sanitation standards and maintenance is maintained for academy buildings and grounds.
· Establish rules and regulations related to the operation and scheduling of the gun range.
· Establish housekeeping plans and sanitation standards for the dormitory.
· Attend new employee graduations.

	Duty 2

	General Summary:
	Percentage:
	25

	Manages, through section managers, the coordination, delivery, and evaluation of in-service training programs including those mandated Public Act 415, and other training as determined necessary to perform essential work functions. This includes mandatory training for over 6,000 correctional officers, assigned to 27 CFA correctional facilities statewide.
Oversight of In-service training for over 1,500 FOA Agents assigned to 104 FOA offices across the state. Additionally, all 5,400 non-custody staff across the department. The responsibility of all mandatory training for our 2,900 contractual staff and vendors and contracts managed by PMCD. Management of the departments two learning management systems that provide all assigned mandatory learning to our department employees. Oversee the development and implementation of computer-based programs and all training modules related to training all our MDOC staff, contractual members, and volunteers.

	Individual tasks related to the duty:
	
	

	· Manages the development, coordination and presentation of leadership training consisting of executive, mid-manager, supervisor, and sergeant training for the Department.
· Manages the development, presentation, and evaluation of a variety of in-service training programs.
· Ensures all training modules are reviewed and approved on an annual basis and are updated to reflect changes in policy and practice.
· Conduct site visits annually to all outstate training sites.
· Schedule and hold annual meetings with the institutional training officers an FOA training coordinators.
· Serve as a member of the Department’s PA 415 in-service and FOA training committees.
· Ensure that the State of Michigan Learning Center SOMLC and MiTrain LMS is an accurate record of employees’ and contractor training.
· Approve curriculum for in-service training prior to the start of the fiscal year.
· Ensure development, coordination, and delivery of all firearms programs within the Department.
· Ensure development, coordination, and delivery of ERT training required for certification of members.
· Oversee the completion of training audits ensuring all staff have completed required training.

	Duty 3

	General Summary:
	Percentage:
	25

	Manages, through a section manager, the statewide recruitment and hiring of all new Corrections Officers, and the statewide recruitment of all other Departmental classifications.

	Individual tasks related to the duty:
	
	

	· Ensure that the Corrections Officer selection process is managed in accordance with MDOC policies and procedures, Civil Service rules and regulations, and state and federal guidelines.
· Ensure that the statewide recruitment of all positions in the Department is managed in accordance with Department policies and procedures, Civil Services rules and regulations, and state and federal guidelines.
· Ensure that vendor contracts for new employee physicals and drug screens are administered in accordance with Department and DTMB guidelines.
· Manage the advertising contract for the department.
· Maintain regular communication with the section manager to ensure goals are met related to hiring numbers for the four quarterly new officer academies annually.
· Familiarize oneself with the process to hire corrections officers to ensure optimal efficiency in the hiring process.

	Duty 4

	General Summary:
	Percentage:
	5

	Serves as the Executive Secretary to the Governor appointed Michigan Correctional Officers Training Council.

	Individual tasks related to the duty:
	
	

	· Interact with the 10 Council members representing various entities within the criminal justice system, the community at large, and colleges and universities.
· Ensure that a minimum of 4 general Council meetings are held annually as mandated by Public Act 415 and attend the meetings.
· Prepare and deliver documentation to the Council for certification, continuing certification, decertification, and recertification of 10,000 Corrections Officers annually.
· Ensure that MCOTC certified Corrections Officer academic programs are being conducted according to Council guidelines.
· Advise the Council Chairperson of the Department’s position on Corrections Officer training matters.
· Advise the Department on Council actions and positions on Corrections Officer matters.

	Duty 5

	General Summary:
	Percentage:
	5

	Supervising training and recruitment staff.

	Individual tasks related to the duty:
	
	

	· Assigning and reviewing work.
· Establishing annual service rating competencies and factors for staff and reviewing staff performance.
· Administering counseling and discipline as necessary.
· Conducting monthly staff meetings.
· Preparing monthly reports and other reports as necessary.
· Reviewing, approving, and denying leave requests.
· Develop desk manuals for all staff that incorporate the essential duties of their jobs.
· Provide guidance, support, and assistance to staff, looking for opportunities for improvement.









	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

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




	
	

		Decisions about daily training operations and recommended spending for programs and services.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		Decisions that require authorization for spending Department funds and decisions that have political ramifications.
Approvals of training modules and manuals require additional review and sign off by Deputy Directors and the Director.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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.




	
	

		Prolonged sitting at a desk or computer terminal, frequent travel to facilities and training locations (some overnight), walking up and down stairs daily, some light lifting and carrying of manuals and small boxes.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			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.




	
	
	

		

		NAME
	CLASS TITLE
	NAME
	CLASS TITLE

	
	EXECUTIVE SECRETARY-E E10
	
	STATE ADMINISTRATIVE MANAGER-1 

	
	STATE ADMINISTRATIVE MANAGER-1 15
	
	STATE ADMINISTRATIVE MANAGER-1 15

	
	STATE ADMINISTRATIVE MANAGER-1 15
	
	







	
	
	

		Additional Subordinates



	

	
	
	

	
		



	



	

	
	
	
	
	
	
	
	
	
	
	

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




	
	
	
	
	
	
	
	
	

	
		Y



	
		Complete and sign service ratings.



	
		Y



	
		Assign work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
		Y



	
		Provide formal written counseling.



	
		Y



	
		Approve work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
		Y



	
	
	

	
		Y



	
		Approve leave requests.



	
	
	
		Review work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
		Y



	
		Approve time and attendance.



	
		Y



	
		Provide guidance on work methods.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
		Y



	
		Orally reprimand.



	
		Y



	
		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?




	
	

	
		Yes






	

	
	
	
	
	
	
	
	
	
	
	

	
			23. What are the essential functions of this position?




	
	

	
		The essential duties include oversight for all new employee and in-service training, oversight of the departments training academy, recruitment and selection of all new corrections officers, recruitment of all other positions in the Department, and serving as the Executive Secretary for the Michigan Correctional Officers Training Council.






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		Requesting to update position STOFCADMC09N in accordance with MCSC Regulation 4.01. Updating PD, as PD hasn't been updated in system since 2001. Changes include percentages of duties, changing name of training center, as well as responsibilities related to the oversight of the new training academy have been added to this position. Other minor changes, such as number of employees the training division trains annually has been updated.






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		The function of the work area is to provide all human resource services for the Department of Corrections. This position administers all aspects of new employee and in-service training for the Department.






	

	
	
	
	
	
	
	
	
	
	
	

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



	

	
	
	
	
	
	
	

		EDUCATION:



	
	
	
	
	

	
	
	
	
	
	
	

		Possession of a bachelor’s degree in any major.





	
	
	
	
	
	
	

		EXPERIENCE:



	
	
	
	
	

	
	
	
	
	
	
	

		State Office Administrator 17
Two years of experience as a professional manager or program/staff specialist, or equivalent experience.

Alternate Education and Experience

State Office Administrator 17
Education level typically acquired through completion of high school and three years of safety and regulatory or law enforcement experience at the 14 level; or, two years of safety and regulatory or law enforcement supervisory experience at the 15 level, may be substituted for the education and experience requirements.




	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		Ability to communicate verbally and in writing.
Knowledge of human resources hiring processes.
Knowledge in the development and delivery of training curriculum.
Ability to supervise, evaluate, and motivate employees.
Thorough knowledge of Department policies, procedures, and practices.




	
	
	
	
	
	
	

		CERTIFICATES, LICENSES, REGISTRATIONS:



	
	
	

	
	
	
	
	
	
	

		None




	
	
	
	
	
	
	

	
		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.



	

	
	
	

	
		N/A



	

	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
		
	
	
	
	

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



	

	
	
	
	
	

	
		KATLYN SAYLOR



	
		4/28/2023



	

	
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



