	
	
	
		
	
	
		State of Michigan
Civil Service Commission



	
	
	
			Position Code



	

	
	

		1. SECRTRYED82R







	
		Capitol Commons Center, P.O. Box 30002
Lansing, MI 48909


 
	
	

	
	
	
	

	
	
	
	
	
	
	
	

	
	
		POSITION DESCRIPTION



	
	
	

	
	
	
	
	
	
	
	



	

	
	
	
	
	

	
	
			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-NEWBERRY FACILITY

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

	
	Bureau of Health Care Services

	4. Civil Service Position Code Description
	10. Division

	SECRETARY-E
	

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

	Secretary
	

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

	WILSON, SANDRA J; REGISTERED NURSE MANAGER-4 15
	

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

	KISSAU, LORI R; REGISTERED NURSE DIRECTOR-3 17
	13747 E County Road 428, Newberry, MI  49868 / 40 hour weekly




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		This employee coordinates all clinic activities in an outpatient clinic in a correctional facility.  He/she coordinates on-site appointments and processes all medical and nursing orders.  



	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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

	Coordinates all scheduling from medical service providers and nurses.

	Individual tasks related to the duty:
	
	

	· Schedules and reschedules appointments as directed by nurses and medical practitioner. 
· Types daily appointment call-out and coordinates the dissemination of appointment call-out information to housing units. 
· Compiles statistical data regarding appointments, assuring the information is maintained on a daily basis and compiled as necessary. 
· Schedules all chronic care clinics for medical practitioner based on directives from nursing supervisor, nursing manager and medical practitoner. 
· Schedules all annual health screens based on the birthday list.
Completes other assigned duties upon request.

	Duty 2

	General Summary:
	Percentage:
	20

	Processes Medical Practitioner and Nursing Orders.

	Individual tasks related to the duty:
	
	

	· Schedules medical practitioner, nursing, dental, and psychological services appointments and orders. 
· Coordinates with Records Department, MPRI Coordinator and nursing staff, the scheduling of offender exit interviews to ensure that the appropriate labs, medications, and community referrals are completed. 
· Actively promotes the MPRI program. 
· Coordinates referrals to other (Psychologist, Dental, etc.) health care providers. 
· Schedules on-site diagnostic tests, such as laboratory and x-ray appointments. 
· Schedules diagnostic preps as needed. 
· Coordinates orders for special accommodations, supplies and equipment.
Completes medical documents as necessary including medical details and special accommodations;  obtains authorized signatures and forwards to appropriate departments to assure communication of necessary information.

	Duty 3

	General Summary:
	Percentage:
	15

	Enters and/or retrieves information into and from MDOC Computer system including but not limited to DCDS, DAS, OMNI, EMR Scheduling, Electronic Medical Records or any other MDOC computer system.

	Individual tasks related to the duty:
	
	

	· Enters health care information into OMNI and electronic scheduling and medical records 
· Retrieves information from computer systems, distributes to other health care employees. 
· Retrieves information from computer systems and develops and analyzes statistical reports.
Participates in quality improvement studies by collecting and analyzing information as designated.

	Duty 4

	General Summary:
	Percentage:
	15

	General Clinic Administration

	Individual tasks related to the duty:
	
	

	· Answers the telephone, provides information as possible, referring calls to appropriate health care provider or employee. 
· Types memoranda, letters, procurement and maintenance requests as necessary. 
· Maintains and organizes administrative filing. 
· Maintains confidentiality of health information and administrative files. 
· Assist in medical records as needed. 
· Delivers documents, mail, lab specimens, medication to appropriate site. 
· Copies, faxes and shreds documents as required. 
· Takes meeting minutes, types and distributes minutes. 
· Orders supplies and equipment as authorized. 
· Is timekeeper for health care employees.

	Duty 5

	General Summary:
	Percentage:
	10

	Coordinates emergency off-site and routine on-site health care specialty services.  Assists in coordination of routine specialty off-site requests as necessary.  

	Individual tasks related to the duty:
	
	

	· Coordinates emergency off-site specialty services for the day shift. 
· Serves as back-up routine off-site specialty service coordinator. 
· Processes physician's orders and routine on-site specialty services. 
· Coordinates on-site x-ray appointments. 
· Coordinates optometry appointments and the ordering and issuing of glasses as needed. 
· Completes details for patients going offsite for routine or emergency medical care.
Coordinates all clinic activities.

	Duty 6

	General Summary:
	Percentage:
	5

	Health Care Team Member

	Individual tasks related to the duty:
	
	

	· Attends training as assigned.
· Participates in facility mobilizations and other security activities, serving as "scribe" during emergency situations documenting emergency medical treatment and assisting the nurse in providing emergency care and obtaining necessary equipment and supplies.
· Assists with related assignments when other employees are on annual leave, sick leave, or when the position is vacant.
· Attends staff meetings.
Other related duties as assigned.









	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

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




	
	

		Decisions based on prior experience and knowledge. Decisions impact health care to prisoners, health care staff and custody staff. This employee's responsibilities include prisoner health care scheduling which affects the timely delivery of health to prisoners.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		Decisions having a significant potential legal or financial impact on the Department of Corrections.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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 employee works within the secure perimeter of a correctional facility.  The job duties require an employee to work under stressful conditions.  He/she must be able to sit, stand, walk, lift and carry 30 pounds 10 feet.  Must be able to walk up and down two of stairs.  Must be able to lift, file, and retrieve records overhead and at floor level.  This position is inside the secure perimeter of a correctional facility and has regular unsupervised contact with prisoners.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			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?




	
	

	
		Coordinates on-site and off-site health care appointments and activities.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
			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 secretary coordinates all appointments and patient related activities in the clinic






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			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 7
Two years of administrative support experience where use of a personal computer to prepare correspondence, reports, charts, etc., or to enter/retrieve/update information is an essential part of the work, including one year equivalent to 6-level administrative support experience.

Secretary E8
Three years of administrative support experience where use of a personal computer to prepare correspondence, reports, charts, etc., or to enter/retrieve/update information is an essential part of the work, including one year equivalent to experienced-level administrative support work or equivalent to a Secretary 7 or Legal Secretary 7.




	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		Knowledge of office practices, procedures, and computer software programs.  Knowledge of correct English usage, spelling and punctuation.  Ability to follow complex instructions, communicate effectively, compose routine correspondence, type and/or take dictation as needed, apply standard reference materials, interpret instructions and guidelines.  Determine work priorities.  Work under stressful conditions.




	
	
	
	
	
	
	

		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.



	

	
	
	
	
	

	
		DONNA GLASSCOCK



	
		2/8/2016



	

	
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



