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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-MAXEY CORRECTIONAL

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

	
	Correctional Facilities Administration

	4. Civil Service Position Code Description
	10. Division

	SECRETARY-E
	Woodland Correctional Facility - Southern Region

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

	Secretary
	Health Care

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

	; COMMUNITY HEALTH SERV MGR-2 13
	Inpatient

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

	; SENIOR EXECUTIVE WARDEN 17
	9036 E M 36; WHITMORE LAKE, MI 48189 / 8:00 a.m. to 4:30 p.m., Monday thru Friday




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		Provides secretarial support for the Unit Chief and interdisciplinary treatment staff which consist of a psychiatrist, psychologists, clinical social worker, and activity therapists. Duties include typing and/or editing treatment plans, management plans, psychological evaluations, social assessments, patient’s treatment schedules, and staff schedules. Print reports on a daily basis and enter data on the Health Management Information System (HMIS). Enter same information into a database. Responsible for telephone communication and entering payroll information in DCDS system. This position serves as a backup to the P.A. 252 involuntary treatment hearings coordinator. 



	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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:
	35

	Provides secretarial support to the Residential Treatment Program staff utilizing standard office equipment such as computer software packages, calculators, copiers, facsimile machines, etc. May take and/or transcribe dictation or take minutes at meetings

	Individual tasks related to the duty:
	
	

	Types letters, memoranda, reports, minutes of meetings, scientific or technical material, numerical data, charts and forms from verbal or written instructions, dictating records, shorthand notes, or other materials. Proofreads and corrects prepared materials for correct grammar, spelling, punctuation, letter format, completeness and content. Composes routine letters, memoranda, and reports using knowledge of work area instructions and guidelines for appropriate signature. Keeps informed of office details and advises supervisor of problems. Assists in the preparation of budgets and financial reports; prepares timekeeping and other personnel records.

	Duty 2

	General Summary:
	Percentage:
	35

	Establishes and maintains office files, logs, indexes, control records, or other information concerning the work under the supervisor’s control. Sorts, organizes, files documentation into and makes general repairs to the Health Care Record of prisoners who are receiving treatment from the Treatment Team. Print reports on a daily basis and enter data on the Health Management Information System (HMIS). Enter same information into a database. 

	Individual tasks related to the duty:
	
	

	Responsible for printing reports (HC-111, HC-121, HC-141, HC-161, HC-171, HC-271 and HC-281) and forward to the appropriate team member for review. Enter data on the Mental Health Tracking System (MHR screen) for update. Enter information from the MHR’s into database and run reports on same for monthly reports or when needed. Review HC-161 and HC-281 for patient referrals and transfers into facility. Assign patient to case manager under direction of the Unit Chief. Schedule appointment for appropriate clinician under the direction of the Unit Chief. Responsible for scheduling and coordinates Comprehensive Individual Treatment Plans, 30-Day Treatment Team Reviews, and 90-Day Treatment Team Reviews. Keeps abreast of changes by attending daily report. 

	Duty 3

	General Summary:
	Percentage:
	15

	Schedules and arranges meetings and conferences for the professional staff and notifies interested parties. Makes travel reservations as needed

	Individual tasks related to the duty:
	
	

	Responsible for scheduling and coordinating Comprehensive Individual Treatment Plans, 30-day Treatment Team Reviews, and 90-day Treatment Team Reviews. Schedules professional development and mandatory Department of Corrections Training for the professional staff. Keeps abreast of changes by attending the team’s morning report. Prepares the psychiatrist’s daily/weekly schedule and places the clients on the institutional callout. Enters information into the appropriate data base relative to the prisoner’s group/activity schedule and the professional staff’s group/activity schedule.

	Duty 4

	General Summary:
	Percentage:
	5

	Serves as a back-up Involuntary Treatment Hearing Coordinator.

	Individual tasks related to the duty:
	
	

	Coordinate Involuntary Treatment Hearings when needed for incarcerated prisoners who are mentally ill and need suitable treatment services. Gather data, maintain timelines, prepare documents, attend hearings, and maintain flow of hearing process. Make recording of the hearing. Develop and maintain a database for preparation of hearing forms. Proof forms for all needed information and signatures before forwarding forms.

	Duty 5

	General Summary:
	Percentage:
	5

	Miscellaneous duties or other duties as assigned by supervisor

	Individual tasks related to the duty:
	
	

	Order supplies for unit staff. Receive and place telephone calls plus forwarding messages. Sort, scan and distribute mail. Routing mental health documents to medical records. Copies reports and forwarding. Copies group booklets and other miscellaneous paperwork 

	Duty 6

	General Summary:
	Percentage:
	5

	Attends and participates in the Department of Corrections Mandatory Training program as mandated by DOC policy and procedure and the CMHP Agreement with DOC. 

	Individual tasks related to the duty:
	
	

	Participate meaningfully in the annual training. 









	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

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




	
	

		Schedule of treatment team reviews for RTP, process documents, maintain time deadlines for 252 paneling hearing process. Develop and maintain database for group information and treatment team review schedules.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		Decisions regarding confidential information as well as the administrative supervisory requirements of leaves, assignments to special projects and deviation from established procedures. 






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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.




	
	

		Requires walking across the prison yard and climbing stairs. Physical activity includes considerable sitting, typing, use of computer, standing, walking, reaching, carrying, and minimal bending. Hazards include working in a prison with convicted felons who are mentally ill, having an office in a cell block which may be a converted cell, general noise of prison unit, heating and cooling problems. Contact with prisoners occurs, resulting in the potential for physical harm and possible exposure to communicable diseases. 






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			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?




	
	

	
		Yes






	

	
	
	
	
	
	
	
	
	
	
	

	
			23. What are the essential functions of this position?




	
	

	
		This position provides secretarial support to the RTP unit’s interdisciplinary treatment team which consists of unit chief, psychologists, clinical social workers, recreation therapists, music therapists, and psychiatrists. The secretarial support includes word processing, record keeping, scheduling and use of computer database programs. In addition, this position provides back-up services to other secretaries serving the other RTP units and the Regional DirectorRTP Referral Coordination Admissions Coordination Discharge Coordination Involuntary Treatment Hearing Coordination Time Keeping 






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		The following duties were added: Referral Coordination Admissions Coordination Discharge Coordination Involuntary Treatment Hearing Coordination Time Keeping 






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		The Residential Treatment Program provides therapeutic, cognitive, adaptive and psycho-educational modalities of treatment to mentally-ill prisoners. This position provides support to supervisory and clinical staff, enabling them to engage in the practice of their discipline more effectively and efficiently. 






	

	
	
	
	
	
	
	
	
	
	
	

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



	

	
	
	
	
	
	
	

		EDUCATION:



	
	
	
	
	

	
	
	
	
	
	
	

		High School Diploma




	
	
	
	
	
	
	

		EXPERIENCE:



	
	
	
	
	

	
	
	
	
	
	
	

		One year as a Secretary E7 or equivalent experience.




	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		Knowledge of general secretarial rules and protocol. Computer/word processing skills helpful. Knowledge of medical records. 




	
	
	
	
	
	
	

		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.



	

	
	
	

	
		None



	

	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
		
	
	
	
	

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



	

	
	
	
	
	

	
		



	
		9/16/2013



	

	
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



