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	1. Position Code
[bookmark: StartPosCode]7601-
7601-20-RRD-009

	
	State of Michigan
Civil Service Commission
Capitol Commons Center, P.O. Box 30002
Lansing, MI 48909
	

	
	POSITION DESCRIPTION
	



	This position description serves as the official classification document of record for this position.  Please complete this form 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

	Vacant
	Environment, Great Lakes, and Energy

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

	
	

		4.Civil Service Position Code Description

	10.	Division

	Financial Analyst 9-P11
	Remediation and Redevelopment Division

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

	11.	Section

	Financial Analyst 
	Compliance and Enforcement Section

		6.Name and Position Code Description of Direct Supervisor

	12.	Unit


	Dan Rockafellow, Environmental Manager 14
	Enforcement Support Unit

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

	Dan Yordanich
State Administrative Manager 15
	Stabenow Building, Fifth Floor
525 West Allegan Street, 
Lansing, MI 48933
80 hours/pay period, Hybrid work schedule

		14.	General Summary of Function/Purpose of Position

	This position performs detailed research, analysis, and reconciliation of expenditures incurred at sites of environmental contamination to create reports and cost documentation packages outlining appropriate and lawful expenditures of state resources for enforcement cases and compliance with Parts 201 and 213 and CERCLA.  The position is also responsible for recovery efforts including the tracking, reconciliation, and documentation of cost recovery monies.  This position will research and develop processes through analysis and preparation of reporting and tracking documents in the development and implementation of Division programs. Additional position functions include preparing and finalizing annual summary reports outlining State expenditures, preparing and tracking payments of invoices, assisting with maintenance of data, preparing and organizing summary information, and providing information to the public.  Ther person in this position is responsible for the use of multiple historic and contemporary databases to analyze and identify documentation that should be included in summaries of Divisional expenses and oversight invoices.  Additionally, this position locates archived documents in the Compliance and Enforcement (C&E) file room and appropriate electronic storage locations. 

		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 of Duty 1	% of Time		75
Research, interpret and analyze data to develop detailed summary reports outlining lawful governmental expenditures from the state accounting system.  Use databases that categorize and store historical and contemporary resource information for the division.  Interpret existing and proposed laws and recommend policies as they relate to compliance and enforcement.  This position will be responsible for developing the packages, annual oversight invoices, and will coordinate the reviews of packages by the project manager and case coordinator.  

	Individual tasks related to the duty.
· Researches, compiles and analyzes program data necessary to meet program goals and support Division compliance and enforcement activities including the collection of Division expenditures.
· Use multiple computer databases to retrieve financial data and analyze data on program and service activities and expenditures.
· Interpret existing laws implemented by RRD as they relate to compliance and enforcement activities.
· Interprets legal agreements, judicial orders, policies, and procedures to support Division goals in the designated program area.
· Research and compile appropriate records that document cost expenditures by the Division and Department.
· [bookmark: _Hlk34373611]Collects, consolidates, analyzes, Division expenditures related to the Department of Attorney General staff’s time in support of implementing Parts 201 and Part 213 and associated compliance and enforcement actions. 
· Evaluates Division data for possible inclusion in expenditure summaries to ensure compatibility with Division priorities.  Reviews are to be conducted at a higher level of detail, with the intent of discovering abnormalities in the data.
· Creates tailored reports to summarize Division data extracted from databases and ensures the report and appropriate correspondence is sent to the proper liable party, if requested.
· Conduct detailed review of RRD payroll data included in Division expenditure packages to ensure leave time has been distributed to the appropriate work projects.  
· Develop, compile, and then track the completion of each package to ensure appropriate sign off from the project manager and case coordinator and ultimate reimbursement.
· Consults with attorneys from the DAG and department staff, as necessary, to explain the preparation, interpretation, organization, and conclusions of data generated from databases to support Division programs and goals.
· Participate in project team meetings related to escalated enforcement, and recovery of State expenditures.
· [bookmark: _Hlk34373515]Testify as an expert witness as it relates to Divisional expenditures in court on escalated enforcement cases related to Parts 201 and 213.
· Communicate and coordinate approvals with both internal and external customers to develop accurate Departmental expenditure packages and invoices.
· During escalated enforcement cases, RRD is authorized to recover lawful expenditures at the site and documentation of those expenditures may be used as legal evidence in disputes, settlement negotiations, trial exhibits, and bankruptcy claims. 



	Duty 2
General Summary of Duty 2	% of Time	15
Responsible for the tracking, reconciliation, and documentation of cost recovery monies.

	Individual tasks related to the duty.
· Based upon the summary of Division and Departmental expenditures created in Duty 1, generate invoices utilizing the appropriate State of Michigan software system.
· Monitor and track the mailing and distribution of the invoices, including tracking of the return receipt cards documenting delivery in the Division’s software.
· Once payment has been received by the State, post payments into appropriate software system.
· Notify staff if payment is not received by the due date.
· Collaborate with the appropriate staff to develop and send appropriate correspondence for delinquent payments.
· If division staff need to be updated on program knowledge, provide education, as necessary.
· Use special software to prepare and track annual oversight invoices for legal agreements with oversight provisions.




	Duty 3
General Summary of Duty 3	% of Time	5
Performs special projects as requested by the Enforcement Support Unit supervisor.


	Individual tasks related to the duty.
· Perform tasks as assigned.




	
Duty 4
General Summary of Duty 4	% of Time	5
Participate in training to maintain, improve, and develop the necessary computer, software, and database skills.


	Individual tasks related to the duty.
· Identifies and attends necessary training.
· Attend training as suggested by the Enforcement Support Unit supervisor.



[bookmark: AddPage]
	
	16.	Describe the types of decisions made independently in this position and tell who or what is affected by those decisions.
Lawful expenditures that qualify for cost recovery, make decisions independently about which costs are lawful to seek reimbursement for consistent with laws and the applicable settlement agreement.  Determination as to the best follow-up when abnormalities are determined.  In addition, the person in this position should be able to effectively work with project managers and case coordinators to receive sign-off on Division expenditure summary packages documenting divisional expenditures and independently track each invoice using the appropriate software through the process, on an annual basis. 


		17.	Describe the types of decisions that require the supervisor’s review.
Approval of final letters, memoranda, and other documents requiring the signature of the EU supervisor, ESU supervisor, C&E manager, or RRD Director.  General work priorities will be established in consultation with the immediate supervisor and Section Manager.  Programmatic decisions, and any policy and procedure updates which have division and/or department wide implications, will be reviewed by the immediate supervisor.   


		18.	What kind of physical effort is used to perform this job?  What environmental conditions is this position physically exposed to on the job?  Indicate the amount of time and intensity of each activity and condition.  Refer to instructions.
Sitting, occasional standing, walking, stooping, bending, kneeling, reaching, lifting, and carrying.  Extensive computer work and proofreading is associated with this position and may cause eyestrain.


		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.  (If more than 10, list only classification titles and the number of employees in each classification.)

	NAME
	CLASS TITLE
	NAME
	CLASS TITLE

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

		20.	This position’s responsibilities for the above-listed employees includes the following (check as many as apply):
	Complete and sign service ratings.		Assign work.
	Provide formal written counseling.		Approve work.
	Approve leave requests.		Review work.
	Approve time and attendance.		Provide guidance on work methods.
	Orally reprimand.		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, I agree.


		23.	What are the essential functions of this position?
The position is responsible for the creation of reports and packages that represent lawful expenditures of State resources and to participate in the recovery of the State resources for the Remediation and Redevelopment Division (RRD).  This position will research and develop processes through analyses and preparation of reporting and tracking documents in the development and implementation of Division programs. Additional position functions include preparing and finalizing annual summary reports outlining State expenditures, preparing and tracking payments of invoices, assisting with maintenance of data, preparing and organizing summary information, and providing information to the public.  The person in this position is responsible for the use of multiple historic and contemporary databases to analyze and identify documentation that should be included in summaries of Divisional expenses and oversight invoices. 

		24.	Indicate specifically how the position’s duties and responsibilities have changed since the position was last reviewed.
This position was established in 2021, and the duties of the position have not changed since then.  The building was changed from Constitution Hall to Stabenow Building.


		25.	What is the function of the work area and how does this position fit into that function?
The Compliance and Enforcement Section (C&E) conducts all enforcement actions for the Remediation and Redevelopment Division.  The C&E Section is responsible for all cost recovery efforts undertaken by the Division and the recovery of costs lawfully incurred by the state for response and oversight activities conducted by the State at sites of environmental contamination.  This position will assist in the organization, management, storage, and recall of cost recovery data stored in multiple cost recovery databases utilized by the Section to conduct cost recovery work.  In addition, this position will then generate and track all invoices mailed to liable parties for the oversight costs.  Payments that are received in response to the invoices will be tracked and entered into ERNIE or RIDE as additional duties for this position.  
This position provides cost recovery support to division staff that are, in part, responsible for pursuing and tracking reimbursement of past costs associated with enforcement cases and compliance with Parts 201 and 213 and CERCLA.  Cost recovery is a critical component of RRD enforcement activities and cost recovery efforts provide a source of revenue that can be used at other sites of environmental contamination.  

		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 with at least 12 semester (18 term) credits in one or a combination of the following: accounting, finance, or economics.


	EXPERIENCE:

Financial Analyst 9
No specific type or amount is required.

Financial Analyst 10
One year of professional experience providing a systematic review, analysis, interpretation, and/or evaluation of budgets, mortgages, loans, or other financial data, equivalent to a Financial Analyst 9, Accountant 9, or Auditor 9.

Financial Analyst P11
Two years of professional experience providing a systematic review, analysis, interpretation, and/or evaluation of budgets, mortgages, loans, or other financial data, equivalent to a Financial Analyst, including one year equivalent to a Financial Analyst 10, Accountant 10, or Auditor 10.


	KNOWLEDGE, SKILLS, AND ABILITIES:
· Ability to utilize computers and software to achieve program goals.
· Ability to interpret, understand, and apply appropriate laws, policies and procedures, and regulations.
· Knowledge regarding the use of software systems, databases, and spreadsheets.  
· Skilled in multi-tasking and working on multiple projects at once.
· Skilled in organizing.
· Ability to communicate effectively, both verbally and in writing.


	CERTIFICATES, LICENSES, REGISTRATIONS:
None.


	NOTE:  Civil Service approval of this position does not constitute agreement with or acceptance of the desirable qualifications for 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’s Signature			Date

	TO BE FILLED OUT BY APPOINTING AUTHORITY

		Indicate any exceptions or additions to statements of the employee(s) or supervisors.


		I certify that the entries on these pages are accurate and complete.
 		 		
	Appointing Authority Signature			Date

	TO BE FILLED OUT BY EMPLOYEE

		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’s Signature			Date


NOTE:  Make a copy of this form for your records.
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