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1.
Position Code

GNOFASTED40R

	
	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

Corrections/MBP

	
3.
Employee Identification Number


	
9.
Bureau (Institution, Board, or Commission)

Corrections Facility Administration

	
4.
Civil Service Classification of Position

general office assistant 5/6/E7
	
10.
Division

Marquette Branch Prison

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

Mail Room Clerk
	
11.
Section

Administration

	
6.
Name and Classification of Direct Supervisor

Robin McCarthy, Administrative Manager
	
12.
Unit

Business Office

	
7.
Name and Classification of Next Higher Level Supervisor

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

MARQUETTE BRANCH PRISON

1960 U.S. 41 S, Marquette, MI  49855

8:00 AM – 4:30 PM

	
14.
General Summary of Function/Purpose of Position

Process all incoming and outgoing prisoner and institutional mail.

	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
70%
Process incoming staff and prisoner mail.

	Individual tasks related to the duty.

· Process staff mail from the mail room bin and USPS delivery: open, sort, and distribute to area mail boxes. 
· Document special delivery mail for receivers signature.  
· Complete gate manifests for packages entering secure perimeter.  
· Process prisoner mail: check lock location, forward if necessary;  document legal mail for prisoners requesting special handling; open and inspect for physical contraband/suspcious material all other prisoner mail, scan written material from the public and read all prisoner to prisoner correspondence; ensure publications are received from authorized vendors.  
· Reject items based on administrative rule and policy, prepare notice of rejection, retain and dispose item per prisoner request or administrative hearing.  
· Return to sender funds received in an unauthorized form.
· Sort and bag prisoner mail for delivery to housing units.

	Duty 2

General Summary of Duty 2
% of Time

10%

Prepare outgoing staff and prisoner mail.

	Individual tasks related to the duty.

· Record:  receipt and mailing information for prisoner expedited legal mail; mail for USPS special delivery service; gate manifests for UPS packages.  
· Sort mail room bin and  housing unit mail bags, ensure prisoner name and number are in return address; complete NOI for altered envelope, a misconduct for mail addressed to an entity requesting no correspondence from prisoner.  
· Process all mail for USPS: date correct all store's metered envelopes; determine postage amount, process dibursement  authorizations; apply metered postage in accordance with USPS regulations. 
·  Request postage funds to maintain an adequate balance for postage machine.


	Duty 3

General Summary of Duty 3
% of Time

10%
Receive and process J Pay e-mail correspondence for prisoners.

	Individual tasks related to the duty.

· Receive e-mail.
· Scan for content.
· Forward as necessary.

	Duty 4

General Summary of Duty 4
% of Time
 5%
Respond to staff and prisoner inquires, including grievances.

	Individual tasks related to the duty.

· Research and respond to prisoner kites and staff questions.
· Refer to supervisor when unable to answer or when appropriate.
· Provide Step I response for prisoner grievances.
· Provide information as needed to Step II grievance respondent.


	Duty 5

General Summary of Duty 5
% of Time
5%

Maintain records.

	Individual tasks related to the duty.

· Prepare and maintain  files, records, logs, and receipts. Retain records as required by the file retention schedule.

	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.

Prioritizing workload.  Operate efficiently to daily meet the USPS delivery/pick-up and process prisoner mail pursuant to statute, administrative rule, and policy.  Effectively screen material received through the mail for contraband or material in violation of policy to ensure the safety of the public, staff, and prisoners.   Determine what and why an item violates policy and accurately cite policy, prohibiting the entry of contraband.  

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

Processing items when guidelines do not seem to apply or the situation is new or unusual.  When an issue may negatively impact the work area, the facility or the Department.  Phone calls from difficult people.

	
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.

Daily transport and lift heavy mail bags and boxes.  Prolonged periods of sitting reading mail and keyboarding.  

The daily volume of mail and records requirement with time constraints set by administrative rule, policy, and settlement agreements, and the importance of adequate screening create a stressful environment.  

Daily contact with prisoners assigned to porter duties.

	
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?

Process all incoming and outgoing institutional and prisoner mail accurately, timely, and as required by policy and procedure.  

Stop the entry of contraband and material found to violate policy or may compromise the safety and security of the institution and the public.

Accurately prepare required documents and maintain adequate records.

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

New and amended statutory requirements, law suits and settlement agreements, administrative rule, policy and procedure revisions, frequently affect how prisoner mail is processed.  Implementation of J Pay correspondence for prisoners.  Step I Grievance Respondent duties.  Enactment of DOM on prisoner to prisoner mail.

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

The mailroom handles mail, incoming and outgoing, for the facility.

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

	EDUCATION:

High School diploma or GED

	EXPERIENCE:

See Civil Service job specifications.

	KNOWLEDGE, SKILLS, AND ABILITIES:

Knowledge of general office practices, record keeping, English usage and grammar.  Ability to collect, alphabetize, code, numerically rank, sort and batch documents and publications.  Ability to follow, apply, interpret and explain instructions and/or guidelines.  Ability to determine work priorities, communicate effectively, meet schedules and deadlines, compose routine correspondence and reports, type, operate office equipment specific for the operation of the work unit. 

	CERTIFICATES, LICENSES, REGISTRATIONS:

DOC positions require a criminal history background check.

	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

