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			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

	
	MDHHS-COM HEALTH CENTRAL OFF

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

	
	

	4. Civil Service Position Code Description
	10. Division

	State Administrative Manager-1
	

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

	State Administrative Manager 15
	

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

	HOUSE, ERIN; STATE BUREAU ADMINISTRATOR
	

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

	CLICK, TIM; INTERIM SENIOR DEPTUY DIRECTOR
	235 S Grand Ave, Lansing, MI 48933  / Monday - Friday; 8am to 5pm




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		This position functions as the statewide manager with complex responsibilities across different programs and functions.  The position provides leadership for the planning and implementation of the Juvenile Justice (JJ) Reform Task Force recommendations. 



	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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:
	35

	Oversee the planning and implementation of juvenile justice reform recommendations.

	Individual tasks related to the duty:
	
	

	· Provide leadership on staff literature and research reviews of juvenile justice evidence-based programs. Direct staff to review, analyze and draft proposals.
· Provide technical assistance to DHHS local offices and family division of circuit court, and juvenile justice private providers as it related to the implementation of evidence-based services.
· Coordinate with the work of the Juvenile Justice Residential Advisory Committee work and provide information as needed for statewide implementation.
· Direct staff in the implementation of pilot programs to establish a basis for statewide programming using evidence-based practices. 
· Work collaboratively with the Policy and legislation office, Division of Child Welfare Licensing and the Bureau of Grants and Purchasing.
· Purchasing to ensure a congruence with juvenile justice services, treatment, contracts, grants and policy where appropriate.

	Duty 2

	General Summary:
	Percentage:
	20

	Coordinate activities between MDHHS, juvenile courts, county administrators and other stakeholders

	Individual tasks related to the duty:
	
	

	· Coordinate with juvenile courts and other stakeholders to gather feedback on reform efforts.
· Develop communications and provide high level technical assistance on juvenile processes and resources.

· Provide feedback and direction for pertinent area of staff resources expertise to ensure provider requirements can be meet in a seamless manner.

	Duty 3

	General Summary:
	Percentage:
	15

	Coordinate statewide JJ residential contract programming and capacity to ensure needs of youth are met.

	Individual tasks related to the duty:
	
	

	· Implement ongoing strategies for increased availability of more localized settings for residential treatment for youth.
· Determine resources needed to implement recommendations related to detention, and JJ facility programming requirements.
· Ensure JJ residential provider capacity aligns with forecasted juvenile census.

	Duty 4

	General Summary:
	Percentage:
	15

	Provide ongoing supervision and direction to staff.

	Individual tasks related to the duty:
	
	

	· Direct activities of subordinate staff to meet administrative goals and objectives. Provide guidance in implementing coordination initiatives.
· Evaluate performance and skills development of subordinate staff. Complete staff performance evaluations. Monitor subordinate staff work assignments to ensure work is completed timely and accurately.
· Select staff and ensuring equal employment opportunity in hiring and promotion consistent with the lawful goals and objectives of the department, juvenile justice programs and the children’s services agency.
· Conduct step/grievances when applicable. Provide training to staff as needed.

	Duty 5

	General Summary:
	Percentage:
	15

	Other duties as assigned.

	Individual tasks related to the duty:
	
	

	Other projects, assignments, and appointments deemed necessary.









	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

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




	
	

		Regularly review and approve daily work of assigned staff. Assign daily work and assess the accuracy and thoroughness of the work. Determine individual staff and unit training needs. Resolve conflicts of disputes with individual providers related to the youth assignment process.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		Decisions that impact the work of other stakeholders or divisions. Political or legislative issues that may require specialized responses. Issues that may rise to the attention of the Division director or executive staff otherwise.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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.




	
	

		This position is mostly an office environment that requires a great deal of computer work and interpersonal relationship development. There is some minor lifting involved, such as boxes with training material, carrying a laptop computer, etc. There is some minor travel, typically day travel with some overnights. Mainly the travel is in Michigan, but there are meetings that may require out-of-state travel.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			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



	

	
	
	

	
		Two Departmental Analyst positions.



	

	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
			20. This position's responsibilities for the above-listed employees includes the following (check as many as apply):




	
	
	
	
	
	
	
	
	

	
		Y



	
		Complete and sign service ratings.



	
		Y



	
		Assign work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
		Y



	
		Provide formal written counseling.



	
		Y



	
		Approve work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
		Y



	
	
	

	
		Y



	
		Approve leave requests.



	
	
	
		Review work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
		Y



	
		Approve time and attendance.



	
		Y



	
		Provide guidance on work methods.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
		Y



	
		Orally reprimand.



	
		Y



	
		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 functions as the statewide manager with complex responsibilities across different programs and functions.  The position provides leadership for the planning and implementation of the Juvenile Justice (JJ) Reform Task Force recommendations. 






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		New Position






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		Juvenile Programs promotes safe communities by focusing on the following goals: Safe communities through early intervention, diversion and prevention at the community level, effective community programming, continuous quality improvement, data collection and analysis, complete and consistent continuum of available services and treatment, and evidence-based principles/outcome driven funding through the child care fund.  The juvenile programs policy, systems, and assignment work area provides policy and program development and support for field staff and residential staff, as well as local family division of circuit court upon request.  The work area ensures that the juvenile justice services available in Michigan most closely meet the needs of the customers and that the staff have adequate training and appropriate resources to ensure the needs are met.  






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			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:



	
	
	
	
	

	
	
	
	
	
	
	

		
State Administrative Manager 15
Four years of professional experience, including two years equivalent to the experienced (P11) level or one year equivalent to the advanced (12) level.

Alternate Education and Experience

State Administrative Manager 15
Education level typically acquired through completion of high school and two years of safety and regulatory or law enforcement experience at the 14 level; or, one year of safety and regulatory or law enforcement experience at the 15 level, may be substituted for the education and experience requirements.




	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		As listed on the Civil Service job specification. In addition:
Knowledge of DHHS operations and the local and central office level. Excellent written and oral communication skills. Ability to analyze operations from the standpoint of management controls, systems and procedures. Strong ethical skills.
The MDHHS mission is to provide opportunities, services, and programs that promote a healthy, safe, and stable environment for residents to be self-sufficient. We are committed to ensuring a diverse workforce and a work environment whereby all employees are treated with dignity, respect and fairness.




	
	
	
	
	
	
	

		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.



	

	
	
	

	
		N/A



	

	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
		
	
	
	
	

	
		I certify that the entries on these pages are accurate and complete.



	

	
	
	
	
	

	
		LINDA SONG



	
		4/3/2023



	

	
	
	
	
	

	
		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.



	

	
		



	
	
	

	
	
	
		



	

	
	
	
	
	

	
	
	
	
	

	
		Employee



	
	
	

	
	
	
		Date



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



