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	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

	
	Labor and Economic Opportunity 

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

	
	Michigan Rehabilitation Services

		4.Civil Service Position Code Description

	10.	Division

	Youth Specialist 7-E9 
	Michigan Career and Technical Institute

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

	11.	Section

	Youth Specialist
	Student Services

		6.Name and Position Code Description of Direct Supervisor

	12.	Unit


	Carls, Karine, Youth Specialist Supervisor 11
	Leisure

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

	Kasey Burlew, Departmental Manager 14
	11611 W. Pine Lake Road Plainwell, MI  49080/ M-F 1:30 pm.-10:30 pm. Includes weekends and holidays  

		14.	General Summary of Function/Purpose of Position

	This position is responsible for the planning and implementation of recreational programs for students in a residential vocational training facility; such as indoor and outdoor initiatives program; serves as facilitator/staff advisor for MCTI student government; responsible for oversight of student workers; and organize and implement activities on and off campus. This position works with Dormitory and Fire and Safety staff with responsibilities for safety, personal conduct, emergencies, crisis intervention and care of students in residential facility. This position supports the MCTI's mission of job attainment by providing a safe and secure environment for therapeutic recreational programming for students with disabilities in a 24-hour a day residential setting.  

		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 of Duty 1	% of Time	40
Plan, develop and implement a variety of leisure service activities for youth with disabilities at MCTI on and off campus.

	Individual tasks related to the duty.
· Plan and implement programs and activities both on and off campus.
· Instruct activities and adapt activities as necessary to meet student needs.
· Plan special events (movies, parties, picnics, and other entertainment activities)
· Maintain equipment and supplies in program areas.
· Staff advisor for student organizations and student clubs.
· Work with community organizations regarding shared programming, volunteers, etc.
· Record keeping, progress notes, individual records, attendance and trip logs, incident reports, program evaluation.
· Maintain water safety in regards to MCTI’s indoor pool and outdoor waterfront.
· Work with community agencies for dates and times for off campus activities.
· Work with other MCTI departments in scheduling activities, i.e. Kitchen, Transportation, Dormitory, etc.
· Transport students to and from activities in school vans.
· Demonstrate mobility training with students.
· Evaluate scheduled programs.
· Demonstrate respect to all students and support diversity, inclusion and equity in leisure activities   

	Duty 2
General Summary of Duty 2	% of Time	40
Provide supportive counseling and appropriate resources for students during the evening and weekend hours.

	Individual tasks related to the duty.
· Implement evening and weekend activities that promote independent living, disability management, lifelong skills, etc.
· Work with Dormitory and Fire and Safety staff, and any other units at MCTI with crisis intervention.
· Consult and work with students who are referred by MCTI’s Rehabilitation Counselors, Trade Instructors, and Health Services on independent living and social skills. 
· Provide direction, leadership for student group meetings. 
· Attend in-service training sessions to maintain CPR and first aid, Lifeguard certifications.

	
Duty 3
General Summary of Duty 3	% of Time	15
Maintain communication with dormitory and other support staff regarding students’ concerns, needs, behaviors, and progress which may affect their successful completion of vocational training.

	Individual tasks related to the duty.
· Written anecdotal entries in case management system, CIR, memos, logs.
· Verbal communication with all staff on a daily basis and/or as needed.
· Keep records on performance and progress of students in recreation and leisure programs.
· Monitor outcomes and success of students participating in recreation and leisure programs. 
· Evaluate programs for students’ interest, social interaction, behavior, and enjoyment.
· Document above to designated places.
· Record attendance in recreation programs. 

	Duty 4
General Summary of Duty 4	% of Time	5
Responsible for keeping a record of student employment, supplies and equipment utilized in the Leisure Services area and other duties as assigned.

	Individual tasks related to the duty.
· Make minor repairs to recreation equipment.
· Keep inventory of supplies in Leisure Services.
· Make recommendations for new supplies and equipment, order supplies, and responsible for budget.
· Make schedules, review and approve time for student workers in Leisure Services.
· Monitor and maintain the gymnasium, weight room, activities room, archery range, art room, canteen, pool, boat house, outdoor initiative course, SkyTrail, and sports equipment, and lakefront. 
· Other duties as assigned by MRS/MCTI leadership. 
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	16.	Describe the types of decisions made independently in this position and tell who or what is affected by those decisions.
Changing activities due to weather conditions, student needs, etc.
Spontaneous activities
Determine course of action in handling medical emergencies, critical incidents or injuries 

		17.	Describe the types of decisions that require the supervisor’s review.
Issues regarding budget/finance
Proper procedures for off campus activities
Decisions that may have impact on other units/areas of MCTI.

		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.
Frequent:  Walking, running, swimming, talking, listening, driving, stooping, kneeling, carrying and transporting equipment.
Periodic:  Lifting, standing, bending, climbing, reaching.
Conditions:  Indoors and outdoors, periodic exposure to inclement weather, high stress levels from direct student contact as well as high stress that are involved with overseeing pool and waterfront safety.

		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?
This position is responsible for the planning and implementation of recreational programs for students in a residential vocational training facility; such as indoor and outdoor initiatives program; facilitator/staff advisor for MCTI student government; responsible for oversight of student workers; This position works with Dormitory and Fire and Safety staff with responsibilities for safety, personal conduct, emergencies, crisis intervention and care of students in residential facility.  This position supports the MCTI's mission of job attainment by providing a safe and secure environment for therapeutic recreational programming for students with disabilities in a 24-hour a day residential setting.  

		24.	Indicate specifically how the position’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 the work area is to plan and implement a therapeutic recreation program for 350 residential students on the campus of MCTI.  The position will provide evening and weekend programming in conjunction with the dormitory staff to provide a safe and secure environment for the students of MCTI. Work area promotes social behaviors, inclusion, positive communication, and leadership opportunities to support development of critical skills essential to employment. 

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

	EDUCATION:
Completion of two years of college (60 semester or 90 term credits) with a minimum of 15 semester (23 term) credits in one or a combination of the following: social work, sociology, psychology, family ecology, family and/or child development, counseling and guidance, criminal justice, community services, family studies, counseling psychology, human services, education, early childhood education, secondary education, or special education.

	EXPERIENCE:
Youth Specialist 7:  No specific type or amount is required. 
Youth Specialist 8:  One year of experience equivalent to a Youth Specialist 7.
Youth Specialist 9:  Two years of experience equivalent to a Youth Specialist, including one year equivalent to a Youth
Specialist 8.

ALTERNATE EDUCATION AND EXPERIENCE:
Four years of experience in the care or supervision of youths in a residential group setting providing case management services in mental health, substance abuse, domestic violence, delinquency, or other advocacy-related services for at-risk youth may be substituted for the education requirement. 
OR 
Three years of Youth Aide experience, including one year equivalent to a Youth Aide E8 may be substituted for the education requirement. 
OR 
Bachelor's degree in any major with a with a minimum of 8 semester credits in one or a combination of the following: social work, sociology, psychology, family ecology, family and/or child development, counseling and guidance, criminal justice, community services, family studies, counseling psychology, human services, education, early childhood education, secondary education, or special education may be substituted for the education requirement. 

	KNOWLEDGE, SKILLS, AND ABILITIES:
Decision-making skills and using good judgement are essential in this position.
Ability to maintain records, prepare reports and correspondence.
Knowledge of equipment used in recreation.
Knowledge of general recreation skills, sports and aquatic experience.


	CERTIFICATES, LICENSES, REGISTRATIONS:
CPR, First Aid, Lifeguard, valid driver’s license  

	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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