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1.
Position Code

WRDPASTEE26R

	
	State of Michigan

Civil Service Commission
Capitol Commons Center, P.O. Box 30002

Lansing, MI 48909
	

	Federal privacy laws and/or state confidentiality requirements protect a portion of this information.
	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 of the parties 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.  THE SUPERVISOR AND/OR APPOINTING AUTHORITY SHOULD COMPLETE THIS PAGE.

	
2.
Employee’s Name (Last, First, M.I.)


	
8.
Department/Agency

Michigan Department of Corrections

	
3.
Employee Identification Number


	
9.
Bureau (Institution, Board, or Commission)

Correctional Facilities Administration

	
4.
Civil Service Classification of Position

Word Processing Assistant 
	
10.
Division

Cooper Street Correctional Facility

	
5.
Working Title of Position (What the agency titles the position)

Word Processor Assistant
	
11.
Section

Record Office

	
6.
Name and Classification of Direct Supervisor

Angela Leffler, Departmental Supervisor 3
	
12.
Unit

Record Office

	
7.
Name and Classification of Next Higher-Level Supervisor

Michelle Floyd, Senior Executive Warden
	
13.
Work Location (City and Address)/Hours of Work

3100 Cooper Street, Jackson, MI  49201 08:00-16:30.

	
14.
General Summary of Function/Purpose of Position

Provide word processing assistance to the Record Office and the facility as needed.  This position maintains the active and inactive storage files for the facility completing the file documents.  Orders supplies for the Record Office and maintains the Record Office monthly statistics and reports.  Processes the visitor applications and operating procedures.  Prepares meeting minutes.  This position takes calls from staff and the public.   Provides back up for the Mail Room as needed.  Uses Microsoft Word, Excel, OMNI (Offender Management Network Information), COMS and OMS to complete computer tasks.

	For Civil Service Use Only



	
15.
Please describe your assigned duties, percent of time spent performing each duty, and explain what is done to complete each duty.



List your duties in the order of importance, from most important to least important.  The total percentage of all duties performed must equal 100 percent.

	Duty 1

General Summary of Duty 1
% of Time
30
Maintains active and storage files for the Record Office. 

	Individual tasks related to the duty.

· Uses the computer to look up filing to identify the active/inactive filing to ensure that filing is file in proper files.
· Types the log form for inactive files identifying each file. 

· Maintains the inactive file log form emailing a copy to Central Storage and inserting a copy in with the storage files.

· Filing file material in active and inactive files.

· Ensures that all storage files are accounted for and notifying counselors via email when missing files are identified.

· Prepares envelopes for filing to be forwarded to other facilities and/or records storage.

	Duty 2

General Summary of Duty 2
% of Time
30
Typing of monthly reports and staff meeting minutes.
Enters and audits major misconducts.



	Individual tasks related to the duty.

· Types operating procedures ensuring documents are proofread for accuracy.
· Compiling and typing monthly report for Record Office.

· Typing staff meeting minutes reviewing document for accuracy.

· Enters major misconduct report and hearing information into the computer.

· Audits entry of the misconduct report/hearing information and distributes as required.


	Duty 3

General Summary of Duty 3
% of Time
20
Processing visitor applications, and parole certificates.


	Individual tasks related to the duty.

· Looks up current lock location on the computer for incoming visitor applications forwarding said application to appropriate counselor at the facility.  Prepares an envelope to forward visitor applications received for prisoners at other facilities.
· Looks up current lock locations on the computer for completed visitor applications.

· Makes necessary copies.

· Distributes copies as required.

· Types an envelope for the visitor’s copy when a visitor application is disapproved.
· Files record office copy of visitor application.

· Makes a copy of the signed parole certificate for the Record Office files.

· Distributes copies of the parole certificate to the Central Office file.

· Types an envelope to mail a copy of the parole certificate to the parole agent.

· Maintains a count of the visitor applications for the monthly report.

	Duty 4

General Summary of Duty 4
% of Time
20
Receiving public phone calls for the record office as well as calls from staff.  Back up the mail room staff as needed.

	Individual tasks related to the duty.

· Receives and responds to public phone calls identifying their needs and referring the calls as necessary.  
· Receives calls from staff providing support as necessary.

· Backs up the mail room by using the computer to identify prisoner’s locks and affixing those locks on the prisoner mail.  Opening and searching prisoner mail searching for items do not allow by policy.


	Duty 5

General Summary of Duty 5
% of Time





	Individual tasks related to the duty.

· 

	Duty 6

General Summary of Duty 6
% of Time





	Individual tasks related to the duty.

· 


	
16.
Describe the types of decisions you make independently in your position and tell who and/or what is affected by those decisions.  Use additional sheets, if necessary.

Determine work priorities.
Interpret phone calls for response and determine when a phone call needs to be referred to another person in the Record Office or within the facility for proper handling.  Ensuring that confidential information is not released.

Contacting staff for required documents.  Keeping the Record Office in compliance with the maintenance of Record Office as well as storage files.

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

Clarification of policy or procedure.
Inquiries from the prosecutor or courts.

When a problem would have an adverse effect on the Department or facility.

	
18.
What kind of physical effort do you use in your position?  What environmental conditions are you physically exposed to in your position?  Indicate the amount of time and intensity of each activity and condition.  Refer to instructions on page 2.

Extensive use of the computer requires sitting for extended periods of time.
Processing of the filing and files requires standing, bending and lifting of files.

	
19.
List the names and classification titles of classified employees whom you immediately supervise or oversee 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.
My responsibility 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.

	
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.

	TO BE COMPLETED BY DIRECT SUPERVISOR


22.
Do you agree with the responses from the employee for Items 1 through 20?  If not, which items do you disagree with and why?

Yes

	
23.
What are the essential duties of this position?

Maintaining the operating procedures, monthly reports, meeting minutes, processing visitor applications and maintaining the active Record Office files and inactive storage files.

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

Due to the increase in prisoner movement and releases, this has created a bigger turn over in files, visitor applications and general phone inquiries from the public.

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

To maintain our operating procedures and other clerical functions such as ordering supplies for the office, typing meeting minutes, typing monthly reports.  This position maintains our active Record Office files and the storage files.  This position, also, backs up the Mail Room as needed.

	
26.
In your opinion, what are the minimum education and experience qualifications needed to perform the essential functions of this position.

	EDUCATION:

High School or equivalency.

	EXPERIENCE:

One (1) year equivalent 6 level Administrative Support where use of personal computer to prepare correspondence, reports, etc. to enter, retrieve/update information as essential part of the work.

	KNOWLEDGE, SKILLS, AND ABILITIES:

Knowledge of rules, regulations, policies, and procedures.
Knowledge of the techniques of using reference materials.

Ability to use a computer.

Ability to communicate effectively.

	CERTIFICATES, LICENSES, REGISTRATIONS:

None needed.

	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

	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


Page 1

