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Position Code

1. STORKPRAC30R

	
	State of Michigan

Civil Service Commission
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 this form 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

	Vacant
	Michigan Department Of Corrections

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

	
	Correctional Facilities Administration 

	
4.Civil Service Position Code Description

	10.
Division

	Storekeeper -A
	Ionia Correctional Facility

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


	11.
Section

	Quartermaster
	Business Office

	
6.Name and Position Code Description of Direct Supervisor

	12.
Unit



	Chad Guilford, Administrative Manager - 3
	MSEA

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

	Dale Bonn, Senior Executive Warden
	1576 W. Bluewater Hwy., Ionia, Mi   48846          

7:00 AM - 3:30 PM, Monday Through Friday

	
14.
General Summary of Function/Purpose of Position

	This position funtions as an advanced, senior - level storekeeper for the Ionia Correctional Facility Quartermaster Operation. Duties include serving as a crew leader of prisoners providing training and oversite. The position distributes prisoners state issued clothing, bedding and linens.  Orders products and supplies, completes physical, weekly inventories using the (SIGMA) Statewide Integrated Governmental Managment Applications computerized program. Receives, stores, inventories all state issue clothing and bedding and linens. This position launders prisoners state issued clothing and linens,kitchen whites, mop heads, cleaning cloths, for both staff and prisoner use and required to follow the Michigan Department of Corrections Occupational Safety and Health Manual, Appendix A, MDOC Laundry Operations Manual regarding Fire and Safty Regluation.  This positions also supervises prisoners in repairing servicable clothing articles and other items using the appropriate sewing machine. 
This position aslo serves as the Ionia Correctional Facility Central Caustic Manager and orders, maintains supplies, materials,  and ensures the proper labels and quantities are available and in use for the facility.    
This position reports to work inside the secure perimeter of a Correctional Facility. This position has daily, direct supervisory contact of prisoners within a Level V and Level II State Correctional Facility, supervising prisoners during the performances of all the employee’s duties and tasks, enforcing the facility’s rules and has direct participation in the disciplinary process. 

	
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 - Quartermaster
General Summary of Duty 1
% of Time
75
Maintains, organizes, launders, repairs and distributes state issued items according to department standards. Maintains quartermaster inventories. Supervise prisoners while performing individual tasks. 

	Individual tasks related to the duty.

· Document and maintain inventory records for prisoner clothing ,bedding and linens.
· Supervise storage and issuance of all items stocked.

· Distributes clothing and bedding due to wear, destruction or loss.
· Sets minimum/maximum inventory levels.

· Keeps proper records of all transactions.

· Maintains prisoner clothing and linen file.

· Receives requests for state issue items, verifies and distributes. 

· Enters prisoner callouts. 
· Distributes and monitors the use of caustics and general cleaning supplies used by inmate workers.

· Answers prisoner kites and grievances.

· Supervises prisoner workers to perform various duties.

· Launders clothing and linen as received.

· Repair state issue items if possible for reissue.

· Prepare prisoner payroll.

	Duty 2

General Summary of Duty 2
% of Time
5
Uses SIGMA to order supplies and materials and prepares written requisitions for orders not entered in SIGMA.

	Individual tasks related to the duty.
· Enters SRQ orders from Regional Warehouse inventory items.

· Enters RQS orders for non- inventory Regional Warehouse items.

· Enters DO for items on contract from vendor.

· Orders other necessary parts and supplies which are not entered in SIGMA, to ensure all equipment is functional.  




	Duty 3 – Central Caustics
General Summary of Duty 3
% of Time 5
Maintains and distribute cleaning supplies and materials in appropriate amounts to supply to all areas in the facility except for MSI, Food Service, Health Care and Physical Plant.  

	Individual tasks related to the duty.

· Completes a SIGMA RSQ for supplies from warehouse inventory. 

· Ensures labels for secondary containers are printed as needed.

· Supervise prisoner workers in caustics duties. 

· Maintains proper inventory records.

	Duty 4 – Sanitation and Safety 
General Summary of Duty 4
% of Time 15
Any other duties or activities as assigned by department supervisor.

	Individual tasks related to the duty.

· Comply with Executive Directives, Department Office Memorandums (DOM’s), Policy Directives, Operating Procedures, Etc.
· Maintains proper tool control records and inventories.

· Maintains housekeeping and schedules in accordance with Policy Directives, Rules and Regulations.
· Ensure to be knowledgeable regarding Michigan Occupational Safety Health Standards (MIOSHA), MDOC Laundry Operations.

· Ensure Fire Hydrants are checked as required.

· Ensure Eye Wash stations are checked as required.

· Enforce work rules and monitors prisoner workers for compliance. 

· Completes weekly sanitation and fire/safety inspections.




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

Decides what state issue items are reusable when an exchange is allowed due to wear and eligibility.  All general and daily practices. Requisitions and maintains supplies to ensure adequate quantities are available. All day to day operational decisions based on experience, background, judgement and procedures. Those affected include the prisoner population and facility staff.   

	
17.
Describe the types of decisions that require the supervisor’s review.
          Decisions that affect changes which will result in the outcomes of current processes of the quartermaster operations, the institution, safety and security concerns, prisoner grievance responses, approvals for out of the ordinary purchases. Request for investigations, schedule changes, special requests.  Assigned duties that are not normal duties.  Shutting down the operation.  Changes in institutional rules and regulations pertinent to the quartermaster.


	
18.
What kind of physical effort is used to perform this job?  What environmental conditions is this position physically exposed to on the job?  Indicate the amount of time and intensity of each activity and condition.  Refer to instructions.
Environmental conditions may include all weather conditions. The pressure of working with and around prisoners on a full-time on-going basis.
(40% Sitting) (30% Standing) (15% Walking) (6% Bending, Stooping) (6% Bending) (3% Climbing), Daily.

	
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.  (If more than 10, list only classification titles and the number of employees in each classification.)

	NAME
	CLASS TITLE
	NAME
	CLASS TITLE

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
20.
This position’s responsibilities for the above-listed employees includes the following (check as many as apply):


Complete and sign service ratings.

Assign work.


Provide formal written counseling.

Approve work.


Approve leave requests.

Review work.


Approve time and attendance.

Provide guidance on work methods.


Orally reprimand.

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?
To provide services for the prisoner population to ensure state issue items are provided in accordance with the Policy Directive. 

To provide caustics for the facility.

To ensure prisoner workers have laundered uniforms when needed.  


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

The addition of the laundering of clothing, linens with the addition of washing machines and dryers to maintain. Additional duties due to Central Caustics. Using a different computerized ordering system (SIGMA) which is much more complicated.  Completing a weekly physical inventory and entering the results in SIGMA.

	
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 provide goods and services to a Correctional Facility. The position is responsible for overseeing the processing and delivery of prisoner state issued items in clean and serviceable conditions.  This position is responsible for overseeing the processing and delivery of clean mops, cleaning cloths, etc. and caustics for the facility.



	
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:

Three years of experience in the storage, handling and distribution of materials, or in the operation of mail handling and sorting machines, and related equipment, including two years equivalent to the Storekeeper E6.

	KNOWLEDGE, SKILLS, AND ABILITIES:



	CERTIFICATES, LICENSES, REGISTRATIONS:

None.

	NOTE:  Civil Service approval of this position does not constitute agreement with or acceptance of the desirable qualifications for 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’s Signature


Date

	TO BE FILLED OUT BY APPOINTING AUTHORITY

	
Indicate any exceptions or additions to statements of the employee(s) or supervisors.



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


Appointing Authority Signature


Date

	TO BE FILLED OUT BY EMPLOYEE

	
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’s Signature


Date


NOTE:  Make a copy of this form for your records.
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