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		POSITION DESCRIPTION



	
	
	

	
	
	
	
	
	
	
	



	

	
	
	
	
	

	
	
			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 & Human Services

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

	 
	Accounting

	4. Civil Service Position Code Description
	10. Division

	Accountant Manager 12
	Expenditures Operations

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

	Accountant Manager
	Travel Services

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

	Jason A. Aldrich, Departmental Manager 14
	Non-Employee Travel

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

	Kidada L. Jones, State Division Administrator 17
	235 S Grand Ave, Grand Tower Bldg, Lansing, MI
Monday-Friday, 8:00 AM-5:00 PM




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		This position leads and directs staff in the Non-Employee Travel Unit, stays updated on financial policies and procedures implemented by the State of Michigan in order to safeguard assets, and assists local MDHHS offices with accounting related questions and concerns. 



	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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:
	70

	Safe guarding assets through expenditure operations.

	Individual tasks related to the duty:
	
	

	· Approve expenditures for distribution
· Maintain financial records/accounts, reports, and data.
· Develop, establish and maintain accounting internal control standards, guidelines and procedures.
· Inform MDHHS offices of proper accounting policy and procedures.
· Schedule and attend meetings.
· Apply consistent applications of policy and procedures to all payment requests.
·  Assist MDHHS offices with accounting related questions/concerns.

	Duty 2

	General Summary:
	Percentage:
	20

	Direct and supervise the Non-Employee Travel Unit

	Individual tasks related to the duty:
	
	

	· Interview and hire staff.
· Monitor time and attendance.
· Responsible for evaluations, disciplinary actions, interim ratings, etc.
· Determine training needs and arranges for training.
· Coordinate staff assignments.
·  Conduct staff meetings.

	Duty 3

	General Summary:
	Percentage:
	10

	Administrative responsibilities, as assigned.

	Individual tasks related to the duty:
	
	

	· Represent the Non-Employee Travel Section at State level meetings.
· Collaborate with other units to meet goals and objectives.
· Attend meetings and provide resource management training to staff as needed.
·  Follow up on any outstanding issues.
· Other items as assigned by the Manger of the Accounts Payable and Travel Section. 









	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

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




	
	

		Decisions to ensure fiscal responsibility for the State of Michigan while maintaining customer service are made daily. State of Michigan residents and staff are impacted by these decisions.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		Decision that would have an impact outside the Travel Service Section and would provide consistent practices for all operating units.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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.




	
	

		Normal activities, such as sitting, standing, walking. Some travel may be required. 






	

	
	
	
	
	
	
	
	
	
	
	




	
	
	
	
	
			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.




	
	
	

		

		NAME
	CLASS TITLE
	NAME
	CLASS TITLE

	
	ACCOUNTING ASSISTANT-E E7
	
	ACCOUNTING ASSISTANT-E E7

	
	ACCOUNTING ASSISTANT-E E7
	
	ACCOUNTING ASSISTANT-E E7

	
	ACCOUNTING ASSISTANT-E E7
	
	ACCOUNTING ASSISTANT-E E7

	
	ACCOUNTING ASSISTANT-E E7
	
	







	
	
	

		Additional Subordinates



	

	
	
	

	
		



	



	

	
	
	
	
	
	
	
	
	
	
	

	
			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 directs staff in the Non-Employee Travel Service Section, stays updated on financial policies and procedures implemented by the State of Michigan in order to safeguard assets.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
			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 Travel Services Section’s function is to administer the department’s travel related expenditures and related financial reporting, The section is responsible for proper recording of expenditures throughout the department. The Unit is involved with NEMT and Non-NEMT processing of payments which also include auditing as well as approval for payments. This area also handles other payment processing (auditing, entering, and approvals) of items considered be travel related, as well as setting up payment of payables, and other functions that come about due to year end. 






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			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 not less than 24 semester or 36 term credits in accounting.




	
	
	
	
	
	
	

		EXPERIENCE:



	
	
	
	
	

	
	
	
	
	
	
	

		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 equivalent to an Accountant or an Auditor, including one year equivalent to an Accountant P11 or Auditor P11.




	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		Thorough knowledge of generally accepted accounting principles, local office practices and procedures, data processing systems, fiscal controls, and governmental accounting practices. Ability to communicate verbally in a teaching environment; to present accounting information to non-accountants; to collect, organize and analyze data; and the ability to design and revise written accounting instructions.




	
	
	
	
	
	
	

		CERTIFICATES, LICENSES, REGISTRATIONS:



	
	
	

	
	
	
	
	
	
	

		None required. CPA or CGFM desirable. Possession of a valid driver's license.




	
	
	
	
	
	
	

	
		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.



	

	
	
	
	
	

	
		



	
		



	

	
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



