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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 party 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.  THIS PAGE SHOULD BE FILLED OUT BY SUPERVISOR/APPOINTING AUTHORITY.


	2. Name of Incumbent (Last, First, M.I.) 
    
	8.     Department/Agency
       Corrections

	3. Employee Identification Number

   
	9.     Bureau (Institution, Board, or Commission)
       G. Robert Cotton Correctional Facility

	4. Civil Service Classification of Position
   Storekeeper E5
  
	10.   Division
       Administrative Services  

	5. Working Title of Position (What the Agency Titles the               Position      
   Quartermaster                   
	11.   Section
       Facility Manager

	6. Name and Classification of Immediate Supervisor
       James Roath, Storekeeper Supervisor 1 
	12.   Unit
       Quartermaster 

	7. Name and Classification of Next Higher Level Supervisor                Lawrence Mason, Administrative Manager 3        
	13.   Work Location (City and Address)/Hours of Work
       3500 N. Elm Road, Jackson, MI 49201

       5:00 a.m.- 1:30 p.m.  Or  6:00 a.m. - 2:30 p.m.

	14. General Summary of Function/Purpose of Position
This position assists in the daily operations of the Quartermaster including the issuing of clothing and linesns to   prisoners.   This position acts as a back up Storekeeper if the need arises.    This position is required to work
inside a multi-level institution to supervise prisoners under the control of the Quartermaster. 




For Civil Service Use Only
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	15.   Please describe your assigned duties, percent of time spent performing the duty, and explain what is done to complete the duty.

List duties in order of importance from most important to least important.


	Duty 1
General Summary of Duty 1            % of Time     80       
Issuing of clothing and linens to prisoner population.
Individual tasks related to the duty.

Issues clothing and linens to prisoners.  Ensures that clothing fits properly and that prisoners are issued items as established in policy and procedure.
Supervise up to 10 prisoners who pull required issue, stencil clothing, etc.
Prepares  call-out sheets for future State issue and/or exchange.   


	Duty 2

General Summary of Duty 2             % of Time   5__      
Preparation & receipt  of soiled laundry/linens.
Individual tasks related to the duty.
Prepare manifest for laundry carts & seal carts prior to departure from Quartermaster.
Transport Quartermaster laundry/linens to/from established pickup/delivery point.
Supervises receipt(counting & recording) of laundered State issue.
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	Duty 3

General Summary of Duty 3            % of Time     5__          
Receiving of Quartermaster stock.
Individual tasks related to the duty.

Pick up inventory from warehouse.

Operate forklift to load and unload stock.

Sign for stock from Regional Quartermaster.
Inventory stock against shipping documents to verify received order.

Supervise prisoners unloading stock.

Maintain security of stock coming off truck.

Check all stock that is received to ensure good condition and properly ordered items.

Ensure stock is placed in designated locations within Quartermaster.


	Duty 4

General Summary of Duty 4            % of Time   10__        
Responsible for paperwork associated with Quartermaster.
Individual tasks related to the duty.
Ensure prisoner has proper signature for State issue received.
Sign and date all manifests for items leaving Quartermaster.
Log and record orders received from Regional Quartermaster.
Completes record of daily issue/exchange, and applies to inventory.
Generates proper documentation for prisoner’s lost, missing, or damaged clothing/linens.
Conducts monthly inventory of all Quartermaster stock and reports appropriately.
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	Duty  5 

General Summary of Duty              % of Time           
Individual tasks related to the duty.



	Duty  6 
General Summary of Duty              % of Time        
Individual tasks related to the duty.
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	16.  Describe the types of decisions you make independently in your position and tell who and/or what is affected by those decisions.  Use the attached additional sheets, if necessary.
Interpretation of Quartermaster rules.  Prisoners may be affected if misconducts have to be written due to prisoners violating established store rules.  Prisoners may become unruly or file lawsuits if the staff(s actions are inappropriate.

17.  Describe the types of decisions that require your supervisor's review.
Problems arising from other than normal daily assignments such as staff absences, disturbances, and changing issue quantities, types, etc.


	18.  What kind of physical effort do you use to perform your job?  What environmental conditions are you physically exposed to on your job?  Indicate the amount of time and intensity of each condition.  Refer to instructions on page 2.
Pushing laundry carts loaded with soiled laundry/linen, weighing several hundred pounds. - 10%

Dealing face to face with convicted felons who may become violent if they do not receive requested State issue/or exchange.  - 60%

Transferring between facility buildings, including time periods when it is wet and icy. - 5%

Bending and lifting bags and boxes that may weigh up to 50 lbs. - 5%



	19.   List the names and class titles of classified employees whom you immediately supervise or oversee on a full-time, on- going basis (if more than 10, list only class titles and number of employees in each class).
             NAME                CLASS TITLE                              NAME               CLASS TITLE


	20.   My responsibility for the above-listed employees includes the following (check as many as apply):



	21.  I CERTIFY THAT THE ABOVE ANSWERS ARE MY OWN AND ARE ACCURATE AND COMPLETE.

Signature









Date





NOTE:  Make a copy of this form for your records.
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TO BE FILLED OUT BY IMMEDIATE SUPERVISOR
22.   Do you agree with the responses from the employee for items 1 through 18?  If not, which items do you disagree with and why?
     Yes.



	23.   WHAT ARE THE ESSENTIAL DUTIES OF THIS POSITION?
    The essential duties of this position include active issuing  of Quartermaster stock to the prisoner population  and        supervising prisoner workers to ensure proper quantities and stenciling take place.  This employee is also                   responsible for ensuring that stock is received properly, stored, and inventoried as required.  The employee must      be able to respond quickly to problems.  This employee must also assist in maintaining the proper records,                 processing paperwork,  ensuring the proper filing of paperwork, etc.    



	24.   Indicate specifically how the job'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 this worker is to maintain proper State issue of clothing and linens to 1,750 prisoners.  The                  prisoners consider this service as foremost in hygiene and is the only common source of clothing and linens.              Completing the functions properly, on time, with a minimum of mistakes helps ensure a more tranquil

    prisoner atmosphere.  This position has a high degree of  responsibility to help ensure that the work area                    functions smoothly, timely, and efficiently.
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	26.   In your opinion, what are the minimum education and experience qualifications needed to perform the essential functions of this position.
EDUCATION:    High School Diploma

EXPERIENCE: Two years experience in a Quartermaster/Storekeeper.

KNOWLEDGE, SKILLS, AND ABILITIES:   

 Ability to communicate well, organize daily work activities, remain calm in tense situations, and develop recommendations to improve the Quartermaster’s operations.

CERTIFICATES, LICENSES, REGISTRATIONS:   

 Valid State drivers(s license.  Forklift operator(s license.

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

                                                                                                                                                        05/06/03



	
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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