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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

	
	MDHHS-COM HEALTH CENTRAL OFF

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

	
	Policy and Planning Bureau

	4. Civil Service Position Code Description
	10. Division

	Departmental Analyst-E
	

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

	Commissions and Special Projects Policy Analyst
	Commissions and Special Projects

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

	 Connolly, Marcus; STATE ADMINISTRATIVE MANAGER-1
	Commissions and Special Projects

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

	SASY, NINAH; EXECUTIVE DIRECTOR
	333 S. Grand Avenue, Lansing, MI 48933 / Monday-Friday; 8:00 – 5:00




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		As required by Section 22213 of PA 368 of 1978, as amended, this position will serve as one of two policy analysts to the Governor-appointed Certificate of Need (CON) Commission. The Commission is the Governor’s policy arm of the CON program and for health facility quality, cost, and access concerns in Michigan. The Commission’s work sets the standards upon which program decisions are made concerning new facility construction and expansion of health facilities and services. The analyst will provide professional support to the Commission with its statutorily mandated responsibility to develop health policy and conduct analysis of standards and measures related to health facility beds and CON covered clinical services on a statewide basis. This position has responsibility for regulatory compliance with Commission meetings including the coordination of scheduling, compiling meeting materials, and maintaining documentation from Commission-sponsored meetings including the Standard Advisory Committees and any corresponding workgroups. The Commission Policy Analyst will review proposed changes in policy and their impact on the Commission as well as providing interpretation of statues and legislative proposals that may impact the program area. The analyst will compile and review available data, independently conduct extensive research relating to the development of health facility standards as well as other policy issues. This analysis will then be utilized to assist with the development of new CON policies to be approved by the Commission. The analyst also is responsible for the development and maintenance of the CON website in a manner consistent with the e-Michigan site guidelines by utilizing web editor software packages. 



	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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:
	60

	The analyst will conduct extensive research and analysis on CON laws, rules and standards in other states, and evaluate the impact on MDHHS programs and policies to certain CON regulations considered by the Commission. Provide professional support to the CON Commission with the development of health facility standards and in the prioritization of Commission work.

	Individual tasks related to the duty:
	
	

	· Research and analyze CON laws, rules and standards in other states, and evaluate the impact on MDHHS programs and policies against proposed CON regulations.
· Monitor and review changes in legislation or policy that affect CON.
· Interpret existing and proposed laws, policies, and procedures as they relate to the program area.
· Prepare and deliver oral and written reports and analysis related to the development of health facility standards and policy issues.
· Gather MDHHS expertise to weigh in on proposed CON standards changes and analyze national and international research that may provide insight into the work of the Commission, Council, Team and/or MDHHS’ recommendations to those advisory committees.
· Provide support and assistance to the CON Commission in the performance of its substantive responsibilities under Part 222 of the Michigan Public Health Code.  
· Coordinate scheduling, meeting materials, and maintain documentation for all Commission, Council, Special Project Meetings, Standard Advisory Committees, and other public hearings in accordance with Michigan’s open meetings Act (OMA) for CON related bodies.
· Independently lead or facilitate CON commission meetings, Standard Advisory Committee meetings (SAC) and informal workgroup meetings. 
· Assist with the completion of the CON Annual Report.
·  Confirm all public commissions meetings are set up to function for both in-person and virtual attendees based on the bylaws and OMA. Coordinate that public testimony is available at all meetings.

	Duty 2

	General Summary:
	Percentage:
	20

	Compile and review data, independently conduct research related to program area. 

	Individual tasks related to the duty:
	
	

	· Conduct research and analysis related to the development of health standards as well as other pertinent policy issues.
· Assist with the development of new policies to be approved by the Commission, Council, Team and Special Project.
· Prepare and deliver oral and written analysis or report related pertaining to research conducted on policy issues.

	Duty 3

	General Summary:
	Percentage:
	15

	Coordinate with other MDHHS administrations and other State of Michigan agencies, as needed. Maintain the CON website and monitor the web team mailbox.

	Individual tasks related to the duty:
	
	

	· Coordinate with the Legislative office on proposed legislative changes to CON applicable sections of the Public Health Code. 
· Serve as a liaison to the Office of the Attorney General to ensure a thorough legal review is completed for proposed changes to policies and standards. 
· Partner with other State of Michigan agencies to ensure that proposed changes are administratively feasible. 
· Evaluate current forms and recommend updates to MDHHS Forms as needed. 
· Confirm websites are regularly updated and in accordance with e-Michigan guidelines. 
· Monitor and respond to inquiries sent to the applicable mailboxes in a timely manner. 
· Work with appropriate staff and department FOIA coordinator to assure FOIA requests are processed accurately and in a timely fashion.
· Coordinate with staff, as needed, to copy files and other related materials that are requested under FOIA.

	Duty 4

	General Summary:
	Percentage:
	5

	Perform related work, as assigned. 

	Individual tasks related to the duty:
	
	

	· Perform other necessary work as assigned by management and other Department leadership.  









	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

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




	
	

		This position will independently perform activities to ensure the successful operation of the Commissions and Special Projects Section. Independently handle questions and/or refer them to appropriate staff. The position will make day-to-day decisions relating to areas of responsibility with minimal guidance. This position represents the Policy and Planning Bureau with internal and external stakeholders.  






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		Supervisor regularly reviews work when there are no guidelines or instructions available, or ambiguities exist as well as when conflicting work requests occur from other staff. Decisions that go beyond the scope of knowledge for this position. Decisions that involve the commitment or obligation of the Department (and other state entities) financially or otherwise. Decisions that entail direct communications with internal and external stakeholders. Decisions that impact grants and contracts. Supervisor reviews final policy recommendations to the Commission.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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.




	
	

		Work is performed in a typical office setting requiring some sitting, standing, bending, and the extensive use of a personal computer and/or phone. You must be able to transport boxes of supplies or materials for in-person meetings, set up meeting rooms (e.g., move tables and chairs), and have the ability to sit for long periods of time. 






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			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.



	
		



	
		Assist in training 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 serves as a Policy Analyst for the Commissions and Special Project Section (CaSP).  The analyst will assist the Commissions, Councils, Teams and Special Projects with their statutorily mandated responsibility to develop and analyze health policy on a statewide basis. The analyst will conduct extensive research relating to the development of health policy and standards as well as other guideline-related issues. This analysis will then be utilized to assist with the development of new policies to be approved by the Commission. This position coordinates scheduling, compiles meeting materials, and maintains documentation of all CaSP related meetings including the Standard Advisory Committees.






	

	
	
	
	
	
	
	
	
	
	
	

	[bookmark: _Hlk221017227]
	
	
			24. Indicate specifically how the position's duties and responsibilities have changed since the position was last reviewed.




	
	

	
		Requesting to update position description as the position will be used as many-to-one.  The position was last reviewed when it was approved for establishment in June 2021.  The general summary has been updated to include regulatory compliance language and policy responsibilities.  The percentages to Duty 1 and 2 have been modified, an additional bullet has been added to Duty 3, and boxes 16 and 17 have also been updated.  The overall function and responsibilities of the position remain the same






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		The Commissions and Special Projects (CaSP) Section, within the Policy and Planning Bureau, provides policy and operational leadership as well as implementation coordination for a wide variety of MDHHS projects and initiatives that span multiple Department administrations and connect directly with the Department's strategic objectives and/or executive leadership priorities. As policy and implementation generalists (with areas of concentration for individual team members), the CaSP section serves as a resource across MDHHS through a portfolio of projects and areas of work which encompass a diverse set of health, healthcare, and human services issues and opportunities in Michigan. This is one of two positions that are statutorily required to assist the Certificate of Need Commission in the performance of its substantive responsibilities under Part 222 of the Michigan Public Health Code. 






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			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:
Good understanding of principles and practices for research and analysis.  Ability to analyze, synthesize, and evaluate a variety of data for use in program development/analysis; to organize, evaluate, and present information effectively; to interpret laws, rules, and regulations; to utilize computer software and systems; and maintain good customer relations.  Computer skills to generate reports using database reporting tools, operate general office software, internet and data entry.  Familiarity with Michigan Compiled Laws, Michigan Administrative Code, and various CON Review Standards.  Ability to handle heavy workload, prioritize assignments, communicate effectively both orally and in writing, and make recommendations to Department leadership.
 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.



	

	
	
	
	
	

	
		CANDACE EWING



	
		8/5/2022



	

	
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



