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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

	
	MDHHS-COM HEALTH CENTRAL OFF

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

	
	Community Engagement & Workforce Transformation

	4. Civil Service Position Code Description
	10. Division

	DEPARTMENTAL ANALYST-E
	WT Office

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

	Continuous Improvement Analyst
	Continuous Improvement

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

	WALTER, WHITNEY T; STATE ADMINISTRATIVE MANAGER
	Continuous Improvement Unit

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

	MURRELL, SHELLY; STATE BUREAU ADMINISTRATOR 18
	333 South Grand, Lansing, MI 48913 / Monday – Friday 8am to 5pm 




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		This position functions as a Continuous Improvement Analyst in the MDHHS. The primary responsibilities of the analyst are to analyze program areas within the department to maximize efficiencies and performance. The analyst will develop and recommend process improvements through conducting and facilitating process improvement workshops. Additionally, the analyst will analyze and utilize measure and metrics to monitor trends, make data-driven decisions on behalf of the department.  



	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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

	Analyze program areas within MDHHS to develop and recommend process improvements.

	Individual tasks related to the duty:
	
	

	Analyze ongoing program operations and recommends modification of policies and procedures to achieve greater efficiency and effectiveness.  Designs and implements methods for program review, evaluation, and cost analysis.  Develop and recommends alternative state and departmental strategies to address and resolve issues and problems.  Evaluates organization and/or operational needs and recommends solutions. Organize and facilitate process improvement workshops. 

	Duty 2

	General Summary:
	Percentage:
	20

	Analyze and utilize measure and metrics for MDHHS to monitor trends, make data-driven decisions, and maximize performance. 

	Individual tasks related to the duty:
	
	

	Researches, collects, consolidates, analyzes, and maintains program data necessary to meet program reporting and evaluation requirements and the goals of the agency program or service.  Designs, implements, and documents personal computer-based data collection, processing, and reporting systems. 

	Duty 3

	General Summary:
	Percentage:
	10

	Other duties as assigned.

	Individual tasks related to the duty:
	
	

	Assist with designing and conducting surveys or special studies to determine needs and to assist in planning, implementing, and evaluating programs and services.
Assist in the development of the Department Strategic Planning process. 









	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

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




	
	

		 Independent judgment will be frequently used to make decisions determining appropriate intervention for customers with little or no supervision.  Priority of work assignments, unless directed otherwise. Content and methods for informational presentations and accompanying informational needs. 






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		 Politically sensitive issues, complex analysis and development issues, and those requiring executive input. 






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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.




	
	

		Able to move equipment and materials, and present information using a variety of media.  Requires occasional twisting, bending, and stooping.  Requires sitting at a desk for extended periods of time.  Able to travel, overnight travel is occasionally 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.




	
	
	

		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 functions as a Continuous Improvement Analyst in the MDHHS. The primary responsibilities of the analyst are to analyze program areas within the department to maximize efficiencies and performance. The analyst will develop and recommend process improvements through conducting and facilitating process improvement workshops. Additionally, the analyst will analyze and utilize measure and metrics to monitor trends, make data-driven decisions on behalf of the department. 






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		New Position






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		The Workforce Engagement and Transformation section is responsible for the development and delivery of process improvement workshops, performance improvement interventions, meeting facilitation, strategic planning, measurement & scorecards, and workforce engagement. This position supports the planning, delivery, and implementation of Continuous Improvement projects department-wide.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			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.





	
	
	
	
	
	
	

		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.




	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

	
	As listed on the Civil Service job specification. In addition:
· Analyze, synthesize and evaluate data.
· Knowledge of facilitation concepts and principles.
· Ability to recommend policies, procedures and problem resolutions.
· Ability to establish and maintain effective relationships under varied conditions with other DHHS staff and other state agencies, and a variety of individuals at all levels of management.
· Knowledge of the principles of consulting methods and project management.
· Knowledge of process improvement, including process identification, data collection, process analysis, process design, consensus building, implementation planning and process monitoring skills.
· Ability to scope project recognizing interrelationship of linkages to other processes.
· Ability to communicate effectively both orally and in writing. 
· Ability to make technical and sensitive presentations at meetings, workshops and seminars.
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:



	
	
	

	
	
	
	
	
	
	

		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.



	

	
	
	
	
	

	
		LINDA SONG



	
		1/25/2019



	

	
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



