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1.
Position Code

BLDTRLDRA82R

	
	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 / MARQUETTE BRANCH PRISON

	
3.
Employee Identification Number


	
9.
Bureau (Institution, Board, or Commission)

CORRECTIONS FACILITIES ADMINISTRATION

	
4.
Civil Service Classification of Position

Building Trades Crew Leader - E
	
10.
Division

BUSINESS ADMINISTRATION

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

         Building Trades Crew Leader - E
	
11.
Section

PHYSICAL PLANT

	
6.
Name and Classification of Direct Supervisor

Jordan Lundin, Physical Plant Supervisor-2
	
12.
Unit

MAINTENANCE

	
7.
Name and Classification of Next Higher Level Supervisor

Robin McCarthy, State Administrative Manager-3
	
13.
Work Location (City and Address)/Hours of Work

1960 US 41 SOUTH – MARQUETTE, MI
MONDAY-FRIDAY, 8:00 A.M.-4:30 P.M.

	
14.
General Summary of Function/Purpose of Position

Constructs, erects, repairs, installs, and maintains doors, walls, dry wall, partitions, steps, roofs, windows, furniture, cabinets, screens, scaffolds, concrete forms, and other structural facets of a facility.  Repairs and installs locking mechanisms, installs wood, ceramic, cement and vinyl floor tile, glass, ceiling tile, and doors.  Supervises and trains inmates in building trades. 
Position may require a Commercial Drivers License to operate equipment.

	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
   35
Performs structural repairs.

	Individual tasks related to the duty.

· Constructs, erects, repairs, installs, and maintains doors, walls, dry wall, partitions, steps, roofs, windows, furniture, cabinets, screens, scaffolds, concrete forms, and other structural facets of the facility.  Repairs and installs locking mechanisms, installs wood, ceramic, cement and vinyl floor tile, glass, ceiling tile and doors.  Supervises and trains inmates in all the trades including painting, carpentry masonry, metal fabrication and erection, plastering, mechanical, plumbing and electrical. 


	Duty 2

General Summary of Duty 2
% of Time
  15 
Constructs, erects, repairs and maintains concrete and/or masonry infrastructure.

	Individual tasks related to the duty.

· Pours concrete steps, footings, slabs, sidewalks, driveways, curbing, lintels; lays concrete block, brick, ceramic tile, quarry tile, plasters interior and exterior walls and ceilings, mixes mortar and concrete, repairs brick. Supervises and trains inmates in Pouring concrete steps, footings, slabs, sidewalks, driveways, curbing, lintels and laying concrete block, brick, ceramic tile, quarry tile also plastering interior and exterior walls and ceilings, mixing mortar and concrete and repairing brick and block tuck pointing.
 


	Duty 3

General Summary of Duty 3
% of Time
 15  
Repairs all types of roofs.

	Individual tasks related to the duty.

· Repairs and replaces various types of roofs at the institution.  Identifies the condition of the roof and makes recommendation of the most effective way of repair.  Repairs or replaces roof flashing.

	Duty 4

General Summary of Duty 4
% of Time
  15
Preventive Maintenance.

	Individual tasks related to the duty.

· Performs preventive maintenance on structural systems.  Checks roofs, doors, windows, foundations, interior structure and documents all preventive maintenance work using computer and written logs.


	Duty 5

General Summary of Duty 5
% of Time
15
Performs related work as assigned.

	· Prepares material and labor estimates.  Requisitions and/or purchases supplies, materials tools, and other necessary items for job.  Maintains records and prepares reports relating to the job and inmates, draws sketches and drawings pertaining to the job.  Assists other maintenance staff with repairs and installation of mechanical, plumbing and electrical equipment. Perform grounds maintenance such as mowing and trimming of grass, trees, bushes, hedges, and shrubs. Maintain roads to include patching pot holes, grading roads and snow removal utilizing front end loader, tractor, forklift, and truck to remove snow and debris from grounds and parking lot.

	Duty 6
General Summary of Duty 6
% of Time
  5


Completes equipment operations including grounds maintenance, snow removal, equipment and materials transportation and heavy equipment operations to meet operational needs. 

	Individual tasks related to the duty.

· Operate tractors, loaders, forklifts, dump trucks, and lawn maintenance equipment to include snow blower and pickup trucks with plow to help meet operational and seasonal needs.  Set, deliver and move supplies or equipment using semi-tractors equipment with both standard and automatic transmissions.  


	
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 how to complete the assignment in described limits.  Determine what equipment and tools are required for the job.  Determine actions required to maintain a safe work environment.



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

Purchases of materials and supplies.

Assignment and priority change.

Shift schedule changes.

Any situations requiring call-in of additional staff for the task.

	
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.

Physical activities – walking, standing, stooping, kneeling, crouching, lifting and carrying heavy objects.

Conditions – wet, cold, heat, noise, dust, and strong odors on a frequent basis.


	
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?

Maintenance and repairs of the Physical Plant of this correctional facility.  Supervises a prisoner work crew.  

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



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

Maintain the physical plant at this Level I and Level V prison.  Maintains the infrastructure of the facility.

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

	EDUCATION:

Knowledge and skills typically acquired through the completion of high school.

	EXPERIENCE:

Five (5) years of experience in the building trades, including one year of experience equivalent to the E9 level in state service.

	KNOWLEDGE, SKILLS, AND ABILITIES:

· Thorough knowledge of the following building trades: painting, carpentry masonry, metal fabrication and erection, plastering, mechanical, plumbing and electrical.  

	CERTIFICATES, LICENSES, REGISTRATIONS:

Requires possession of a driver’s license issued by the State of Michigan.

	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

