	
	
	
		
	
	
		State of Michigan
Civil Service Commission



	
	
	
			Position Code



	

	
	

		1. DEPSPL2C47N







	
		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 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

	CASTILLO, JAQUINE
	DOC-ST. LOUIS FACILITY

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

	994740
	CORRECTIONAL FACILITIES ADMINISTRATION

	4. Civil Service Position Code Description
	10. Division

	DEPARTMENTAL SPECIALIST-2
	KINROSS OFFICE

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

	ADMINISTRATIVE ASSISTANT
	ADMINISTRATION

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

	; SENIOR EXECUTIVE WARDEN
	WARDEN'S OFFICE

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

	; SENIOR POLICY EXECUTIVE
	8585 N CROSWELL RD, ST LOUIS  MI  48880 / 0800-1630 M-F




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		This position functions as a liaison with the prisoner population, as well as outside law enforcement agencies, for the Warden.  Facility Coordinator for the Warden's Forum, member of the Security Classification Committee which involves direct participating in the prisoner disciplinary process.  Interviews prisoners on policy and procedure issues, responds to prisoner kites, questions and concerns received in the Warden's Office.  In addition to making rounds inside the secure perimeter of the Level IV "close" facility, also escorts various staff for the purpose of monthly and annual inspections and tours inside the secure perimeter of the facility.  Reviews Visiting Applications on behalf of the Warden.  Is responsible for the creation, review and updating of facility Operating Procedures.   Prepares all Warden's Office Memorandums, involved in updating the Prisoner Rules and makes updates as needed.  Prepares all requests to restrict and restore visiting privileges to the Deputy Director.  The position also functions as the Media Liaison and the Self-Audit/Performance-Audit Coordinator.  Performance of Duties 1, 2, 3 and 4 require direct contact with prisoners for more than 50% of work 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:
	20

	A member of the Security Classification Committee for the facility which involves face-to-face interviews of prisoners housed in Segregation.  This process affects the prisoner's disciplinary process and the security classification of the prisoner.

	Individual tasks related to the duty:
	
	

	· Conducts face-to-face interviews of prisoners housed in Segregation to determine prisoner's proper security placement.
· Review of prisoner's reason for placement in Segregation and behavior while housed in Segregation and overall institutional record.
· Determine if prisoner's behavior warrants continuation in Segregation, release from Segregation or possibly increasing prisoner's security level.

	Duty 2

	General Summary:
	Percentage:
	20

	Conducts rounds in all buildings and housing units inside the secure perimeter of the facility and escorts various inspectors and any tours throughout the entire facility.

	Individual tasks related to the duty:
	
	

	· Visits all areas of the secure perimeter of the facility, at least monthly, which includes all building and housing units.

	Duty 3

	General Summary:
	Percentage:
	20

	Liaison between the prisoner population, prisoner families and the Warden's Office.

	Individual tasks related to the duty:
	
	

	· Oversees and meets with the prisoner representatives (Warden's Forum) several times a month to discuss any prisoner population concerns.
· Responds to prisoner concerns for the Warden's Office.  Addresses issues and concerns and items that cannot be addressed are given to the Warden to respond.  During this, assists the Warden's Forum in properly developing questions.
· Provides responses to prisoner kites/complaints.
· Provides responses to outside complaints.

	Duty 4

	General Summary:
	Percentage:
	20

	Self-Audit/Performance-Audit Coordinator.

	Individual tasks related to the duty:
	
	

	· Responsible for monitoring the entire Self-Audit/Performance Audit process for the facility which involves visiting areas of the secure perimeter of the facility.
· Work with various employees to ensure the facility is in compliance with all elements of all policies involved with the self-audit process.
· Ensures appropriate action is taken for any areas the facility is found to be non-compliant.

	Duty 5

	General Summary:
	Percentage:
	15

	Facility Operating Procedure Development/Reviews.

	Individual tasks related to the duty:
	
	

	· Works with Department Heads to coordinate quarterly review of facility Operating Procedures.
· Ensures facility Operating Procedures are updated, when appropriate, with the revision of any Policy Directives.
· Responsible for final review of Operating Procedures prior to Warden's signature.
· Ensures proper annual review of Policy Directives and MDOC Operating Procedures.

	Duty 6

	General Summary:
	Percentage:
	5

	Media and Public Liaison.

	Individual tasks related to the duty:
	
	

	· Develops press releases/responses and written correspondence and replies.
· Liaison between the Warden's Office and other external agencies.









	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

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




	
	

		Must determine the appropriate way in which to respond to prisoner and/or staff complaints while conducting rounds, including immediately resolving issues while conducting Warden's Forum Meetings.  Must determine how to handle outside calls relative to a topic that is not outlined in policy and/or procedure.  The responses to prisoners, staff and general public have a direct affect on these individual's perceptions of management of the facility.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		Those not covered by policy and procedure and those that experience level would not allow.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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.




	
	

		The opportunity for physical confrontation exists in the daily performance of duties as performance of duties 1, 2, 3 and 4 require direct face-to-face contact with prisoners for more than 50% of work time.  The employee is subject to verbal abuse from prisoners.  The nature of the work performed provides a reasonable chance for development of an adversarial relationship.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			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?




	
	

	
		I agree with the responses found in items 1 through 18.






	

	
	
	
	
	
	
	
	
	
	
	

	
			23. What are the essential functions of this position?




	
	

	
		Actively communicate with prisoners and staff within the facility.  To act as another set of eyes and ears for the Warden.  To assist the Warden with any duties that help the Warden's Office function smoothly.  To be a skilled manager of processes (i.e. Warden's Forum Meetings, Security Classification Committee Member, Self-Audits/Performance Audits, etc.)






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		Since December of 1999, the responsibilities of this position has required direct contact with prisoners for more than 50% of work time.  The direct contact has always involved direct contact with Level IV "close" custody prisoners and initially also included direct contact with Level III prisoners.






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		The unit serves to provide management for 1176 Level IV "close" prisoners, employing 346 staff to ensure that program requirements are met in relationship to the Department's mission.  This position offers administrative assistance to the Warden's Office and the facility.






	

	
	
	
	
	
	
	
	
	
	
	

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



	

	
	
	
	
	
	
	

		EDUCATION:



	
	
	
	
	

	
	
	
	
	
	
	

		Possession of a bachelor’s degree in any major.





	
	
	
	
	
	
	

		EXPERIENCE:



	
	
	
	
	

	
	
	
	
	
	
	

		Departmental Specialist 13 - 15
Four years of professional experience, including two years equivalent to the experienced (P11) level or one year equivalent to the advanced (12) level.




	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		Person must have the ability to deal with prisoners, staff and public in a very professional manner, at all times, as they represent the Warden's Office.




	
	
	
	
	
	
	

		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.



	

	
	
	
	
	

	
		



	
		8/8/2017



	

	
	
	
	
	

	
		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.



	

	
		JAQUINE CASTILLO



	
	
	

	
	
	
		



	

	
	
	
	
	

	
	
	
	
	

	
		Employee



	
	
	

	
	
	
		Date



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



