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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-SAGINAW FACILITY

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

	
	CORRECTIONAL FACILITIES ADMINISTRATION

	4. Civil Service Position Code Description
	10. Division

	STOREKEEPER-A
	SAGINAW CORRECTIONAL FACILITY

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

	STOREKEEPER-A
	

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

	KELLER, KYLE; STOREKEEPER SUPERVISOR-1
	PROPERTY/QUARTERMASTER/WAREHOUSE STORE

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

	KUSEY, GLENN A; ADMINISTRATIVE MANAGER-3
	9625 PIERCE RD; FREELAND, MI 48623 / 8AM-4:30PM  MONDAY THRU FRIDAY




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		[bookmark: _Hlk221172819]Storekeeper positions are quartermaster, warehouse, property, and store delivery. Quartermaster area is in charge of inventory control, distribution, laundry of state issued clothing/linen, and supervision of inmate workers over 70% of the workday. Warehouse areas are in charge of receiving, delivering, stocking supplies for a correctional facility, proper documentation of receiving and delivering, inventory maintenance, procurement, main entries for both ordering and receiving. Property area include the ability to accurately process all packages received from the mailroom, UPS, FedEx and items purchased through the prisoner store to assure that no contraband enters the facility and all property fall under established policy and procedures, also searches and examines all items. Store delivery, sorting of orders, and associated documentation. All storekeeper positions supervise inmates and serves as backup for other storekeeper areas.




	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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:
	20

	Property: process all packages efficiently and accurately from mailroom, UPS/FedEx, items purchased through prisoner store, prisoner property arriving at facility, and packages prisoners wish to send out on visits, by mail or UPS/FedEx to assure that no contraband enters facility and all items are within department policies and procedures. Processing inmate appliance orders, deliver prisoner property to prisoners

	Individual tasks related to the duty:
	
	

	Physical inspection of all items, knowledge of contraband and how it can be hidden, knowledge of property policy and procedures, receive UPS/FedEx, mailroom, and prisoner property, proper log in/out of all items received/sent, supervise inmates during issuing of property, contacting vendors to correct errors and return items 
· Meet with prisoner, deliver and verify contents of property to be sure it is in accordance with policy and procedures including excess property. Keep accurate record of TV's, cassettes, headphones, mp3, appliances, and radios in for repair. Contact tv repair facility and ship to them


	Duty 2

	General Summary:
	Percentage:
	20

	Supervise inmate during the laundering and issuing of state clothing/linen. Verification of inmate clothing needs and proper replacement of items. Preparation of various reports to assure quartermaster area is in compliance with operation procedures, housekeeping and OSHA standards.

	Individual tasks related to the duty:
	
	

	· Supervise /oversee inmate workers 
· Perform basic math calculations 
· Stock materials according to prescribed inventory systems, SIGMA entries, and basic computer work for inventory control. Ensure enough stock is on hand, completion of A60s in a timely manner 
· List call-outs for prisoner clothing pickup on OMNI. Verification of inmate clothing needing replacement, oversee stenciling of clothing. 
· Scheduling inmates for work duty, completion of inmate payroll timely 
· Preparation of fire safety report, critical tool report, sanitation report, caustic log. 

	Duty 3

	General Summary:
	Percentage:
	20

	Warehouse: receiving merchandise at the warehouse and inspect quality and quantity against freight documents. Proper logging in delivery report book. Monitoring inmates, entering inmate payroll monthly and submitting timely. Delivering supplies to food service, housing units, health care, school, business office and any other areas as needed. Order stock for warehouse. Preparation of various reports to assure warehouse area is in compliance with operation procedures, housekeeping and OSHA standards. Conduct warehouse inventory

	Individual tasks related to the duty:
	
	

	Unload incoming trucks by hand or pallet jacks, count merchandise received to ensure quantity received matches invoice and receivers, prepare receivers to match invoices of incoming merchandise and record it accurately in Delivery log. Supervise inmate workers. Order and receive in SIGMA. Stock materials according to prescribed inventory systems, deliver supplies to all areas as needed. Preparation of various reports or logs i.e.fire safety report, job safety report, critical tool report, sanitation report, caustic log, freezer log, ambient temp log, pit inspection report, truck inspection report, truck mileage log, ups log, hobby craft log, property log. 

	Duty 4

	General Summary:
	Percentage:
	20

	Inmate store order receiving, sorting for delivery, store delivery, follow up delivery documentation.

	Individual tasks related to the duty:
	
	

	Receive store order in warehouse and accurately check in and logging received store orders. Sort orders according to unit and lock. Deliver store carts to scheduled unit. Deliver store to inmates. Verify inmate by checking inmate ID to name and number on store order. Make notes of corrections on order form. Have inmate sign for order, secure order form for proper filing. Log corrections/returned orders/forwarded orders in store correction log. Email correction information to supervisor and store in Ionia. Forward inmate store orders to proper area, i.e. new unit, returned to regional store, mail forwarded to new facility in a timely manner. 

	Duty 5

	General Summary:
	Percentage:
	20

	Assist in other areas as needed

	Individual tasks related to the duty:
	
	

	Storekeepers can/will be assigned to any other storekeeper functions as deemed necessary. This includes any and all other storekeeper duties related to storekeeper areas.









	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

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




	
	

		If inmate has excessive property, if inmate property contains contraband and is according to property policy or procedure,organize and coordinate work priorities, resolution of problems with defective appliances which involve talking to vendors and making shipping arrangements. Inspection of inmate clothing for replacement. Adjust supply order to assure proper amount of cleaning solution for QM. Solve problems such as missing paperwork/wrong product shipped. Issues for corrections on store orders within normal reasoning. 






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		1. Requisition for additional equipment
2. Requests for days/hours off 
3. Major changes in normal daily operation 
4. Problems irreconcilable at my level 






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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 is a very physical position requiring large amounts of physical effort. Lifting, bending, walking, climbing, twisting, and kneeling are required. Environmental conditions are exposure to heat and cold during deliveries or unloading. Incumbent has regular unsupervised access to and direct 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?




	
	

	
		Checking all property that enters or leaves the facility for contraband, marking and delivering prisoner property. Keeping accurate records of all inmate property. Receiving, shipping, and delivering inmate appliances bought, or in for repair. Receive kites from inmates requesting replacement clothing, check inmate file, verify need, monitor stenciling, proper documentation and filing of transaction, monitor QM inmate workers Receive and ship items in warehouse with supporting documentation. Ordering of revolving inventory stock in warehouse. SIGMA ordering and receiving. Monitor WH inmate workers. Receive inmate store orders, sort, log, deliver to inmate, log all corrections and notify store of errors. Back up other storekeeper area duties: quartermaster, prisoner store, property, and warehouse. Have working knowledge in the areas of QM, store, warehouse, property, and keep passwords current in assigned programs







	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		No changes - PD just needed to be added to PARIS






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		These positions are to order, receive, deliver products to all areas of the facility and keep as much contraband as possible from entering the facility. To keep records on all inmate property, items received and shipped at the warehouse, records all items issued to inmates by QM. Deliver store goods to inmates and address problems associated with them.






	

	
	
	
	
	
	
	
	
	
	
	

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



	

	
	
	
	
	
	
	

		EDUCATION:



	
	
	
	
	

	
	
	
	
	
	
	

		High school diploma




	
	
	
	
	
	
	

		EXPERIENCE:



	
	
	
	
	

	
	
	
	
	
	
	

		Three years of experience in the storage, handling and distribution of materials which includes one year as a storekeeper E-6




	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		Ability to lift heavy objects, ability to operate pallet jacks (electric and manual) ability to drive state vehicles, basic computer knowledge, possess problem solving skills and be able to prioritize work load




	
	
	
	
	
	
	

		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.



	

	
	
	
	
	

	
		MICHELLE FOCO



	
		2/5/2026



	

	
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



