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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-DPT OF HUMAN SVC CNTL OF

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

	
	Children’s Services Administration

	4. Civil Service Position Code Description
	10. Division

	Departmental Analyst-E
	CWTPI

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

	DEPARTMENTAL ANALYST-E
	

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

	MELVIN, JENNIFER M; STATE ADMINISTRATIVE MANAGER-1
	CWTPI TESTING

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

	STOHRER, HOLLY L; STATE DIVISION ADMINISTRATOR
	235 s. Grand Ave., Lansing, MI  / M-F 8-5




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		Position functions as a project testing resource, providing coordination and testing of the automated system projects that enable and support program delivery for child welfare programs, in accordance with the federally mandated Comprehensive Child Welfare Information System (CCWIS) federal guidelines. Position will represent child welfare testing for CCWIS. Position will assist in developing and implementing test cases, participate in user acceptance testing, review outcomes, and provide actionable feedback.



	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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:
	90

	Testing CCWIS application.

	Individual tasks related to the duty:
	
	

	· Reviews testing plans and directives as needed to adjust to shifting priorities or new developments relating to DHHS systems. 

· Reviews reports produced as the result of system testing activities and determines if software is functioning as designed. 

· Provides feedback to software development staff (DHHS, DTMB or contractors) regarding results of software testing. 

· Collaborates with end-users, software developers, DHHS and DTMB technology managers to find viable solutions to support the maintenance and operations of system. 

· Reviews testing notes and determines sequential processes and contingencies associated with CCWIS functionality. 

· Reviews job aids and/or written procedures produced by field support team to determine if they appropriately convey information. 

· Attend design/user discovery sessions. Start documenting scenarios and test cases during the session. 

· Work with child welfare program users to develop, write and implement user test cases. 

· Participate in user acceptance testing. 

· Participates in brainstorming to solve problems that arise in testing scenarios. 

· Discuss business scenarios with Business Analyst and Product Owner to ensure they are complete and provide full coverage of the change. 

· Participate in cross team testing.

· Serve as a resource to Tier 1 Help Desk Agents. 

· Awareness of product backlog. Provide feedback, when necessary, of items on the back log and incorporating into release planning. 

· Routinely test items on the product backlog to ensure they are still an issue. 

· Assist with Release Planning. 

· Execute test cases for each release. 

· Complete regression testing for each release. 

· Review automated scripts to ensure they are accurately testing system functionality. 

· Maintain team’s business scenarios to identify what is being regression tested.

· Serve as a liaison to other applications such as Bridges, SCP, Mobile, MiCSES, etc., and test collaboratively when needed as well as answer questions for developers/testers about questions they may have within the CCWIS application.


	Duty 2

	General Summary:
	Percentage:
	10

	Other duties as assigned.

	Individual tasks related to the duty:
	
	

	· Serve on work groups.

· Participates on various projects and initiatives. 

· Attend meetings as assigned.










	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

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




	
	

		Position makes decisions related to child welfare items for user acceptance testing, developing test cases.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		Position is required to seek supervisory input on decisions if a concern is of a serious nature.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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 functions in a normal office environment which may include sitting, standing, bending, and extending periods of computer work. The position is currently remote.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			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?




	
	

	
		Yes 






	

	
	
	
	
	
	
	
	
	
	
	

	
			23. What are the essential functions of this position?




	
	

	
		Position functions as a project testing resource, providing coordination and testing of the automated system projects that enable and support program delivery for child welfare programs, in accordance with CCWIS federal guidelines. Position will represent child welfare testing groups in testing of the child welfare versions for CCWIS. Position will assist in developing and implementing test cases, participate in user acceptance testing, review outcomes, and provide actionable feedback.






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		New






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		The work area is charged with testing for the CCWIS project. This position functions as the child welfare business testing analyst, testing all child welfare system components to ensure compliance with federal and state guidelines.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			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.
 
A degree and/or advanced degree in Public Policy, Public Policy Administration, Computer Science, Computer Information Systems, Data Communications, Systems Analysis, Computer Programming, or Statistics is preferred.






	
	
	
	
	
	
	

		EXPERIENCE:



	
	
	
	
	

	
	
	
	
	
	
	

		
Departmental Analyst 9
No specific type or amount is required.

Departmental Analyst 10
One year of professional experience.

Departmental Analyst P11
Two years of professional experience, including one year of experience equivalent to the intermediate (10) level in state service.
Selective Position Requirement: At least one year of experience equivalent to a Services Specialist in Children's Protective Services, Foster Care, or Adoption.
Experience with MiSACWIS; functional in Microsoft office applications is preferred. 




	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		As listed on the Civil Service job specification. In addition:
The ability to communicate effectively with different types of staff from central office staff and administrators, DTMB staff, and contractors. Prioritize tasks effectively. Intricate program knowledge of a variety of DHHS services programs. Must be knowledgeable of applications and interfaces to the services systems to ensure that the interfaces are working correctly. Have knowledge of all MiSACWIS areas.

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:



	
	
	

	
	
	
	
	
	
	

		NA




	
	
	
	
	
	
	

	
		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.



	

	
	
	

	
		NA



	

	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
		
	
	
	
	

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



	

	
	
	
	
	

	
		



	
		



	

	
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



