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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

	
	Health and Human Services

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

	
	Bureau of Federal Grants

	4. Civil Service Position Code Description
	10. Division

	Accountant-A
	Federal Reporting Division 

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

	Grants Accountant
	Public Health Federal Reporting Grants

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

	Dennis Chabal, State Administrative Manager 15
	

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

	Tiffany Clarke, State Division Administrator 
	235 S. Grand Ave, Grand Tower, Lansing, MI 48933
Monday-Friday, 8:00 a.m. - 5:00 p.m.




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		This position is the recognized grant financial resource person for the following programs: HUD grants, Abstinence Education grant, Personal Responsibility Education grant, Partnership for Success grant, and Projects for Assistance in Transition from Homelessness grant (PATH) and performs senior level accounting duties which the Department of Health and Human Services (DHHS) considers significantly complex in nature.  Position makes recommendations for responding to special non-routine circumstances while providing the grant financial management responsibilities associated with various federal, state and private grant programs including cash management, maintenance of the SIGMA based grant accounting structures, financial reporting activities and year end closing duties.  The position is also responsible for monitoring computer generated financial records; assisting in the maintenance of the grant accounting structure; perform fiscal reviews of grant applications; initiate cash draws from federal cash management systems; prepare and submit required financial reports for grantor; prepare special financial analysis or research materials related to grant requirements; meet unique accounting procedures associated with year-end closing of the grants, and meet financial grant liaison activities to program staff responsible for assigned grants. Other grants will be assigned or reassigned as they are awarded to the State of Michigan.




	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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:
	40

	Using official accounting records, independently draws federal funds, prepares necessary federal status and expenditure reports, and properly accounts for federal grant revenues and expenditures.  This includes highly complex grants with multiple coding and reporting requirements for grants in the billions of dollars.


	Individual tasks related to the duty:
	
	

	· Generate and review financial reports that are available from that State’s official accounting system and the State’s accounting reporting tool, Web Intelligence, for appropriateness.
· Prepare and analyze various reports to obtain fair and accurate information for drawing cash from the Federal financing agencies in accordance with the Federal Cash Management Improvement Act.
· Drawing authorized cash withdrawals for grant funding from the appropriate corresponding federal or private withdraw tool.
· Prepare paper invoices for reimbursement for grant expenditures.
· Prepare required reports for formal departmental approval and respond to inquiries from external agencies and departmental staff on detail issues associated with the reports.
·  Prepare journal vouchers to properly account for grant revenues and expenditures.


	Duty 2

	General Summary:
	Percentage:
	25

	Maintains an appropriate accounting structure for various complex grant programs utilizing the State's automated financial reporting system (SIGMA) together with the department's subsidiary systems. Including complex grant coding and reporting requirements. 



	Individual tasks related to the duty:
	
	

	· Propose the accounting structures and related system data/coding for newly assigned grants.
· Design, maintain, and monitor the accounting structure that has been developed for assigned grant programs.
· Meet with department budget and program staff to review grant reporting needs.
·  Recommend structural enhancements which will assist in the overall administrative and accounting controls for the assigned grants.


	Duty 3

	General Summary:
	Percentage:
	25

	Independently prepares special analysis of financial data, research grant compliance requirements; and assist in the annual financial close of the department's accounts.  Including closing all the coding variances for multiple appropriations and funds.


	Individual tasks related to the duty:
	
	

	· Design and develop financial reporting tools using Business Objects, Excel, or Access reporting tools.
· Prepare and distribute financial data; monthly; quarterly, or yearly depending on the department’s Budget or Program requirements for each assigned grant.
· Research all laws, requirements, and regulation associated with the administration of grant programs.
· Provide assistance during fiscal year-end closing to all department staff associated with the assigned grant programs.
· Attending budgeting meetings with DHHS Program staff for assigned grants.
·  State and Federal Auditor’s point of contact for reporting in assigned grants.


	Duty 4

	General Summary:
	Percentage:
	5

	Review and monitor grant funding requirements from either the federal government or private agencies that are prepared by DHHS department staff seeking financial expertise. 


	Individual tasks related to the duty:
	
	

	· Monitoring and communicating to program and budget staff grant financial requirements that are potential areas that could lead to grant funding loses.
·  Monitor grant funding requirements to keep unit’s policies and job aides current. 
· Policies and job aides updated timely.
·  Maintain a continuous calendar to verify assigned grant critical dates and deadlines are meet.


	Duty 5

	General Summary:
	Percentage:
	5

	Special projects and other duties as assigned.


	Individual tasks related to the duty:
	
	

	· Attending specialized training sessions assigned by management.
· Perform technical assistance to various short term projects as assigned by management.
·  Other duties as assigned.










	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

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




	
	

		Independent decisions for adjustments, accounting accuracy, and validity of reports for the assigned grants. Staff will develop and recommend course of action for assigned grants. The position is the recognized grant financial expert and the subject matter expert for Health Services Budget Davison and Program areas. 







	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		A supervisor’s review is required when policies or guidelines are unavailable or are unclear. Other situations that call for the supervisors review is requests for deviation from GAAP or DHHS policies/procedures.







	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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 involves the repetitive movements associated with routine computer use. Short deadlines are common and independent judgement is sometimes required to overcome stressful obstacles such as later reports, lack of available information, changes in the State’s accounting system. Etc. Extra hours are necessary during certain period of time, such as year-end closing.







	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			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?




	
	

	
		This position is the recognized grant financial resource person for the following programs: HUD grants, Abstinence Education grant, Personal Responsibility Education grant, Partnership for Success grant, and Projects for Assistance in Transition from Homelessness grant (PATH).and performs senior level accounting duties which the Department of Health and Human Services (DHHS) considers significantly complex in nature.  Position makes recommendations for responding to special non-routine circumstances while providing the grant financial management responsibilities associated with various federal, state and private grant programs including cash management, maintenance of the SIGMA based grant accounting structures, financial reporting activities and year end closing duties.  The position is also responsible for monitoring computer generated financial records; assisting in the maintenance of the grant accounting structure; perform fiscal reviews of grant applications; initiate cash draws from federal cash management systems; prepare and submit required financial reports for grantor; prepare special financial analysis or research materials related to grant requirements; meet unique accounting procedures associated with year-end closing of the grants, and meet financial grant liaison activities to program staff responsible for assigned grants. Other grants will be assigned or reassigned as they are awarded to the State of Michigan.








	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
			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?




	
	

	
		The function of this work area is to provide the department’s staff support for financial management activities associated with the numerous grant programs which finance the department’s various bureaus, offices, and centers. The unit’s professional staff are delegated responsibilities associated with the grant programs administered by specific organizational units within DHHS. This specific position will perform the full range of financial management responsibilities associate with grant programs under the supervision of experienced accounting management.







	

	
	
	
	
	
	
	
	
	
	
	

	
	
			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 with at least 24 semester (36 term) credits in accounting.





	
	
	
	
	
	
	

		EXPERIENCE:



	
	
	
	
	

	
	
	
	
	
	
	

		
Accountant 12
Three years of professional experience performing or auditing the systematic classification and evaluation of accounting data and the preparation of related financial and managerial reports, including one year equivalent to an Accountant P11, Auditor P11, or Assistant Auditor General P11.

Alternate Education and Experience

Accountant 9 - 12
Possession of a Certified Management Accountant certification (CMA) may be substituted for six months of Accountant P11 experience.

OR

Possession of a Certified Public Accountant certification (CPA) may be substituted for one year of Accountant experience.




	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		Some knowledge of governmental accounting principles, methods, practices, and terminology. Good organizational, technical, and communication skills are requisites for the position.





	
	
	
	
	
	
	

		CERTIFICATES, LICENSES, REGISTRATIONS:



	
	
	

	
	
	
	
	
	
	

		N/A




	
	
	
	
	
	
	

	
		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.



	

	
	
	
	
	

	
		LINDA SONG



	
		12/14/2017



	

	
	
	
	
	

	
		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.



	

	
		



	
	
	

	
	
	
		



	

	
	
	
	
	

	
	
	
	
	

	
		Employee



	
	
	

	
	
	
		Date



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



