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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-ST. LOUIS FACILITY

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

	
	

	4. Civil Service Position Code Description
	10. Division

	Storekeeper Supervisor-1
	

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

	Storekeeper
	

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

	 ADMINISTRATIVE MANAGER-3
	

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

	 STATE DEPUTY WARDEN-1
	8585 Croswell Rd., St. Louis, MI  48880 / Various




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		As the Storekeeper Supervisor, this position will supervise and direct Facility Storekeepers and oversee prisoner workers.  This position will be responsible for the entering, tracking and managing facility purchases in SIGMA as directed.  This position will be responsible for receiving and delivery of prisoner store orders and Friends and Family orders for the Facility.   This position will also be responsible for recycling operations and quartermaster services, along with performing other duties as assigned for the Correctional Facility.  This position will coordinate and direct the work of assigned Facility Storekeepers and ensure tasks are completed and goals are met for the Facility while ensuring compliance with Policies, Procedures, and Union Contracts and maintenance of a safe working environment for staff and prisoners.  Ensure all paperwork associated with above is completed accurately and timely.  



	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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:
	60

	Supervise Storekeepers and prisoner workers in the complex within the following areas:
Coordinate and process all material recycling for the complex.
Distribution of Friends and Families orders to the complexes’ prisoners.
 
  Receiving, verifying, and delivery of prisoner store orders for the prisoners housed at the complex.

	Individual tasks related to the duty:
	
	

	· Responsible for SIGMA ordering and entries for the complex.
· Maintains a P Card for facility purchases.
· Schedules and coordinates delivery of ordered items to appropriate area. Setting priorities on a daily basis.
· Ensures needed staging, processing and receiving documents are completed properly and forwarded to appropriate areas.
· Arranges for the collection and disposal of recycled items.
· Ensures prisoner store orders are received appropriately, secured and delivered timely.
· Establishes Warehouse layout and equipment needs.
· Assigns vehicles and ensures services are maintained on time.
· Prepares documentation and arranges for disposal of worthless or useless property.
· Schedules local pickups for products ordered through various areas of the facility.
Arranges to ship surplus items according to operating procedures. 

	Duty 2

	General Summary:
	Percentage:
	20

	Supervise Storekeepers and prisoner workers in the quartermaster operations.

	Individual tasks related to the duty:
	
	

	· Reviews stock quantities of prisoner clothing items to ensure appropriate quantities are available.
· Reviews and approves orders for prisoner linens and clothing items.
· Coordinates and monitors distribution of prisoner clothing items to prisoner population at the facility.
· Ensures Storekeeper assigned to quartermaster is knowledgeable of operational needs.
Establishes Quartermaster layout and equipment needs. 

	Duty 3

	General Summary:
	Percentage:
	20

	Perform supervisory functions of Storekeepers assigned to the facility including performance reviews, timekeeping, selection process, disciplinary issues, monitoring training, etc.

	Individual tasks related to the duty:
	
	

	· Observes and documents staff job performance by generating annual performance reviews.
· Monitors, schedules and approves annual and sick leave usage. Maintains a calendar of approved leave requests for distribution to facility Business Managers.
· Approves time sheets SIGMA.
· Updates the Overtime Equalization List according to MSEA bargaining contract.
· Participates in the selection process for line staff.
· Administers and documents progressive and corrective disciplinary measures.
· Generates a plan to improve performance and assigned operations if necessary.
· Ensures annual training requirements are met for appropriate staff.
· Ensures all staff review policies and procedures in the DAS system.
Ensures prisoner workers are properly trained to assemble facility orders and operate equipment.  









	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

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




	
	

		Coordinate and reassign staff as needed to ensure duties are completed, deadlines are met and goals are accomplished.  Ensure prisoner store orders and Friends and Family orders are received, verified and delivered to meet the needs of the prison population.  Monitor stock to ensure it is available for Quartermaster operations.   Ensure recycling program is effective.  






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		· Any changes which will significantly impact the Warehouse Operations.
· Any changes to the scheduling of the quartermaster laundry exchanges and delivery of clean clothes.
· Any changes which will significantly impact the delivery of prisoner store orders.
· Any actions that require overtime assignment.
· Any change of normal scheduled services or events that affect other areas of the facility.   






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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.




	
	

		On a daily basis the job duties require an employee to:  move heavy objects; bend, stoop, reach, or stand for extended periods; work with prisoners seven to eight hours a day, including taking prisoner counts; extensive walking and climbing to monitor all areas of responsibility and the ability to operate heavy equipment including a forklift.  Employee may be exposed to various temperatures, dust and loud atmosphere.   May often be required to work in confined areas.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			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

	
	STOREKEEPER-A 7
	
	STOREKEEPER-A 7

	
	STOREKEEPER-A 7
	
	







	
	
	

		Additional Subordinates



	

	
	
	

	
		Ruth Hall, Vance Colthorp



	



	

	
	
	
	
	
	
	
	
	
	
	

	
			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?




	
	

	
		Coordinate and assign staff as needed to ensure duties are completed, deadlines are met, and goals are accomplished. Monitor inventory to ensure adequate stock is ordered and available for Quartermaster.
Ensure recycling program is cost effective and the amount of recyclables is maximized.
The position will oversee the delivery of prisoner store orders and Friends and Family orders.
Must be physically able to walk around to monitor all areas of responsibility and respond to emergency situations. 
Ability to read and interpret reports relevant to the Storekeeper operations.
Ensure compliance with relevant policy and procedures while maintaining a safe working environment for staff and prisoners.  






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		N/A






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			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 ensure the prisoners receive required linens and clothing items in compliance with quartermaster operating procedures and department policies.  The position is responsible to receive, verify and distribute food service inventory ordered by the vendor to the facility.  This position will oversee the delivery of prisoner store orders and Friends and Family orders.   This position supervises these functions to ensure these duties are completed as scheduled






	

	
	
	
	
	
	
	
	
	
	
	

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



	

	
	
	
	
	
	
	

		EDUCATION:



	
	
	
	
	

	
	
	
	
	
	
	

		No specific type or amount is required.




	
	
	
	
	
	
	

		EXPERIENCE:



	
	
	
	
	

	
	
	
	
	
	
	

		Storekeeper Supervisor 8
 
Five years of experience equivalent to a Storekeeper, including three years equivalent to a Storekeeper E6 or two years equivalent to a Storekeeper 7.




	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		Knowledge of Warehouse, Quartermaster and Prisoner Store order deliveries would be essential. 




	
	
	
	
	
	
	

		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.



	

	
	
	

	
		Establishing new position per Warehouse Staffing Plan. 



	

	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
		
	
	
	
	

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



	

	
	
	
	
	

	
		



	
		



	

	
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



