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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

	
	Department of Health and Human Services

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

	
	 Bureau of Audit

	4. Civil Service Position Code Description
	10. Division

	Auditor-E
	LTC Audit Division

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

	Auditor 9/10/P11
	

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

	TINDALL, JESSICA M; STATE DIVISION ADMINISTRATOR
	

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

	Havens, Shannah; Senior Executive Management
	235 S Grand Ave, Lansing, MI
8:00 AM – 5:00 PM




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		This position is responsible for the full range of professional audits for Department of Health and Human Services long term care providers under prior, current, and future methods of reimbursement.  The position is responsible for insuring, through audit, that costs and/or statistical data claimed for reimbursement are allowable and appropriate according to federal and state laws or regulations, applicable state plans for Medical Assistance and Department Policy.  The work requires utilization of the laws, regulations, rules, standards, policies, and procedures of professional auditing. Typically, the audits will involve nursing homes, hospitals, and county medical care facilities.



	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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

	Audit Function

	
	
	

	Individual tasks related to the duty.
· Audit work:
a)	Review financial statements of provider as prepared by CPA and/or as recorded on the books of record of the provider.
b)	Plan and organize the audit work so the audit can be completed in a timely manner.
c)	Identify internal control problems of the entity being audited and propose audit adjustments.  In order to do this, the auditor must have a thorough knowledge of the applicable regulations and principles of reimbursement.
d)	Review assets, liabilities, revenues, payroll and various expense accounts along with statistical data and related supporting documents and contracts.  Allowable costs relative to the entity under audit will be determined based on analysis of these items.
e)	Conduct an exit conference with the CEO or designated representative.  It is necessary to thoroughly communicate the rationale of each adjustment to the representatives of the entity being audited.  These exit conference meetings are often attended by CEOs, CPAs, attorneys, board members, etc.
f)	Prepare audit reports and revised cost reports for final settlement.  In preparing the report, answer any review notes from the supervisor or questions from management.
g)	Prepare responses to the audited entity’s written objections to the various audit adjustments.


	Duty 2

	General Summary:
	Percentage:
	5

	Other duties as assigned.

	Individual tasks related to the duty:
	
	

	Prepare special analyses when requested by management. An example of this work might be assisting with appeals or participating in work groups. 

	Duty 3

	General Summary:
	Percentage:
	5

	Training and Education

	Individual tasks related to the duty:
	
	

	· a.)  Participate in in-house training procedures to improve skills necessary to complete assignments in a professional manner. 
· b.)  Gain working knowledge of Medicaid rules and regulations, mental health codes and administrative rules, and such other rules and regulations as are used in carrying out the procedures of the department. 
· c.)   Become proficient in using the current technology to perform accounting and auditing duties.









	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

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




	
	

		The auditor must exercise independent judgment in selecting a proper course of action, modifying and applying the available methods and procedures to accomplish the stated objectives of the work area. Workpaper preparation, the decision to disallow expenses, and/or offset income or change the method or statistics used in allocation are actions and decisions made independently which affect the quality of audit findings.

Audit findings and decisions impact and determine the proper distribution and reimbursement of public funds affecting Medicaid, public health, and/or other government sponsored health care programs.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		Unusual findings discovered during an audit require the supervisor’s review and guidance to ensure that adequate and proper audit techniques have been used and decide what additional steps should be taken. 
 Unusual situations for which guidelines or instructions are not available may require supervisor’s assistance.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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 is an audit position.  The auditor is expected to perform the audit remotely or at the business premises of the entity being audited. A wide variety of working conditions will be found including patient contact, noise, and/or multiuse space.  Overnight travel may be involved.  The auditor will be expected to provide his/her own vehicle and receive mileage reimbursement.  The auditor is expected to transport equipment to the individual facilities when traveling.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			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?




	
	

	
		The position is charged with the responsibility for performing audits for Department of Health and Human Services long-term care providers.  The position has daily contact with providers, administrators, health care professionals, CPAs, attorneys, and federal and state government officials.  Program requirements are issued in federal and state regulations and statute, state plans, and administrative policy and the position must be able to interpret these guidelines and communicate those interpretations both orally and in written form.  Assignments need to be processed and completed within a set time frame.  






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		The position has been updated to reflect the current long term care audit process and remote auditing. 






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		This position performs audits for Medicaid long-term care providers. The position has daily contact with providers, administrators, health care professionals, CPAs, and attorneys. Program requirements are issued in federal and state regulations and statute, state plans, and administrative policy and the position must be able to interpret these guidelines and communicate those interpretations both orally and in written form. Assignments received from the regional manager or senior auditor needs to be processed and completed within a set time frame.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			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:



	
	
	
	
	

	
	
	
	
	
	
	

		
Auditor 12
Three years of professional experience auditing accounting, financial, and operations records equivalent to an Auditor, including one year equivalent to an Auditor P11.

Alternate Education and Experience

Auditor 9 - 12
Possession of a bachelor's degree with 24 semester credits (36 term) in finance, information systems, or management may be substituted for the education for positions responsible for internal auditing.

Possession of a Certified Internal Auditor certification or a Certified Information System Auditor certification may be substituted for one year of experience at the P11 level for positions responsible for internal auditing.

Possession of a Certified Management Accountant certification (CMA) may be substituted for six months of experience at the P11 level.

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




	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		Knowledge of generally accepted professional accounting and auditing practices.  Ability to interpret regulatory laws, rules, and regulations and to apply these requirements to practical situations.  Must have the ability and skill to prioritize assignments and duties, make decisions, and communicate effectively both orally and in writing. Ability to recognize errors in account practices and to obtain factual information relative to misrepresentation, improper use of proceeds and excessive expenses.  Ability to maintain favorable public relations with the health care industry under stressful situations.




	
	
	
	
	
	
	

		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.



	

	
	
	
	
	

	
		



	
		



	

	
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



