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		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-MAXEY CORRECTIONAL

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

	
	CFA

	4. Civil Service Position Code Description
	10. Division

	SECRETARY-E
	Southern Region

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

	Health Care Secretary
	Health Care Services

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

	; REGISTERED NURSE MANAGER-4 15
	

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

	; SENIOR EXECUTIVE WARDEN 17
	9036 East M-36, Whitmore Lake, MI  48189 / Monday thru Friday; 8:00 a.m. to 4:30 p.m.




	



	
	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		Secretary to the Health Unit Manager at a multi-level security facility. Regular unsupervised prisoner contact, in that the position is located within the secure perimeter of a correctional facility. This position functions within the secure perimeter of a correctional facility 100% of the time.



	
	
	

	
	
	
	



	
	
	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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:
	50

	Provides secretarial support and typing services for the Health Unit Manager and other health care providers.
	
	

	Individual tasks related to the duty:
	
	

	· Produce letters, reports, meeting minutes and memoranda from verbal or written instructions. 
· Responsible for the filing system of reports and memoranda. 
· Assists in clerical duties for the completion of projects such as ACA Standards, annual tuberculosis summary report, monthly reports, etc. 
· Keys prisoner details to maintain the availability of special accommodations to the prisoner population. 
· Responsible for photocopying and maintaining photocopy equipment. 
· Maintains health care work orders. 
· Orders supplies and equipment for the clinic. 
· Completes employee payroll on the DCDS system. 
· Completes prisoner health care sick callouts and movement entries into the facility database. 
· Other duties as assigned. 
	
	

	Duty 2
	
	

	General Summary:
	Percentage:
	30

	Telephone duties.
	
	

	Individual tasks related to the duty:
	
	

	· Assists in the telephone responsibilities for the Health Unit Manager and Nurse Manager. 
· Assists as a telephone resource person in the clinic and health records area when necessary. 
· Other duties as assigned. 
	
	

	Duty 3
	
	

	General Summary:
	Percentage:
	20

	Support staff to the Health Records staff and the Word Processing Assistant staff.
	
	

	Individual tasks related to the duty:
	
	

	· Assists and supports the health record staff in the delivery of records to the necessary health care clinical areas. 
· Pulls health records, delivers details for transportation of prisoners outside of the facility. 
· Complete loose filing as needed – minimal percentage. 
· Prepares and packages prisoner health records to leave the facility – minimal percentage. 
	
	









	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

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




	
	

		Ordering of necessary clerical supplies/maintain inventory. Release appropriate information as a health care resource as indicated by Policy and Procedural guidelines.



	



	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		Clarification or interpretation of Policy, administrative support, unique clinical situations. Situations not covered by Policy and Procedure



	



	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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.




	
	

		Lifting 20%, reaching and standing 30%, sitting and walking 30%, prisoner contact more than 50% of the time, pushing a cart/walking 10%, stooping or squatting 5%, bending 5%. This position works in a secured multi-level facility and is in contact with Level 1 through Level IV prisoners of the MDOC. This position has frequent contact with prisoners in health care. This assignment is located within the secure perimeter of a correctional facility and involves conversing with the prisoner population



	



	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			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?



	

	
	

	
		To provide timely, accurate, and efficient secretarial support under the direction of the Health Unit Manager.






	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

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



	

	
	

	
		Reclassification level change.






	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

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



	

	
	

	
		This position is required to work independently and will receive only general supervision from a non-clerical supervisor. This employee has responsibility for reviewing processes to ensure standards are maintained. The method and work process for meeting and maintaining these standards are seldom defined or supervised.






	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

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



	
	
	
	
	
	

	
	
	
	
	
	
	

		EDUCATION:



	
	
	
	
	
	

	
	
	
	
	
	
	

		High School Diploma or equivalent.



	
	
	
	
	
	

	
	
	
	
	
	
	

		EXPERIENCE:



	
	
	
	
	
	

	
	
	
	
	
	
	

		Two years of experience as a Secretary E.



	
	
	
	
	
	

	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	
	
	

	
	
	
	
	
	
	

		General knowledge of office practices and typing at least 50 WPM.



	
	
	
	
	
	

	
	
	
	
	
	
	

		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.



	
	
	

	
	
	
	
	

	
		



	
		1/25/2016



	

	
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	
	
	

	
	
	
	
	
	
	
	
	
	
	



