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	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

	
	Michigan Department of Health and Human Services

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

	
	Disability Determination Service

		4.Civil Service Position Code Description

	10.	Division

	Disability Examiner 9-P11
	Policy and Compliance

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

	11.	Section

	Disability Examiner 
	Area  Office

		6.Name and Position Code Description of Direct Supervisor

	12.	Unit


	Disability Examiner Manager 13 - Various
	

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

	State Administrative Manager  15 - Various
	Various - Work Hours are 7:00am-6:00pm, M-F

		14.	General Summary of Function/Purpose of Position

	The Disability Examiner is responsible for learning and demonstrating competency with complex Social Security disability insurance program standards as applied to medical and vocational evidence. The Examiner will assist in developing disability claims with assistance and oversight from Trainers, Supervisors Mentors and Medical Consultant staff. The Examiner will receive case assignment reviews gradually increasing in number and complexity so as to assess the ability to analyze large volumes of evidence in electronic case folders during the probationary period.   The Examiner will learn to access information electronically and use electronic case processing software.

		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	40
Attends formal classroom training covering Social Security Law and Regulations, medical evaluation, vocational evaluation, interviewing techniques and referral procedures to other agencies.

	Individual tasks related to the duty.
· Participates in training to develop initial level adult Social Security and SSI disability claims.
· Training includes formal classroom presentations by physicians, managers, and experienced examiners.
· Reads assignments in a training manual and medical manuals and a variety of on line resources.
· Works closely with area office trainer and in-district mentor, and district manager to develop selective cases.

	Duty 2
General Summary of Duty 2	% of Time	20
Works with mentors to develop assigned disability claims in growing variety and complexity.

	Individual tasks related to the duty.
· Reviews claims to determine nature of impairments and completeness of folder.
· Contacts the claimant, doctors, hospitals, and other agencies for evidence using appropriate methods under the Privacy Act.	·
· If evidence is not received timely, calls the sources to obtain the information.
· Determines if presumptive disability is appropriate.
· Provides written summary of Activities of Daily Living and work histories.
· Works closely with trainer, in-district mentor, and district managers.



	
Duty 3
General Summary of Duty 3	% of Time	20
Under close supervision and mentoring, analyzes and assesses evidence received for sufficiency, consistency and validity.

	Individual tasks related to the duty.
· Evaluates all medical and vocational evidence obtained in the case folder.
· Resolve inconsistencies in the evidence.
· Address all Medical Source Opinions on medical and Social Security issues.
· Determine credibility of medical evidence and claimant's statements.
· Determine need for purchase of medical or psychological consultative examinations.
· 

	Duty 4
General Summary of Duty 4	% of Time	20
With close supervision and monitoring, assist with Social Security and Supplemental Security Income disability claims.



	Individual tasks related to the duty.
· Review and assist with development on cases assigned to others. 
· Communicate to managers and/or lead workers case action tasks pending on absent examiner cases. 
· Receive and respond to applicant phone calls. 
· Take part in unit planning for continuity of service during absences.



	
Duty 5
General Summary of Duty 5	% of Time		


	Individual tasks related to the duty.
· 

	Duty 6
General Summary of Duty 6	% of Time		


	Individual tasks related to the duty.
· 
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	16.	Describe the types of decisions made independently in this position and tell who or what is affected by those decisions.
Examiner works closely with district manager, trainer, and mentor

		17.	Describe the types of decisions that require the supervisor’s review.
Initially all actions require manager's or trainer's review.  As employee progresses the Examiner works with reduced review and monitoring.

		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.
Standard office environment requires standing, sitting, and occasional lifting. May be required to interact with irate claimants frequently on the telephone and occasionally in face-to-face conferences. Extensive use of computer technology is required with the ability to read larger volumes of information on line and highlight, bookmark, copy and paste and otherwise manipulate information to advantage.

		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

		23.	What are the essential functions of this position?
Responsible for the accurate and timely adjudication of claims for disability benefits filed with social security field offices.  Efficient and quality customer service delivery requires that public relations activities be conducted with applicants, the medical community, vocational rehabilitation, local field offices and other public agencies on an ongoing basis.  Demonstration of an increasing ability to analyze large volumes of complex vocational and medical information received electronically in the context of Social Security Administration program standards is essential.

		24.	Indicate specifically how the position’s duties and responsibilities have changed since the position was last reviewed.
Changes in the disability claims process requires more intense and lengthy training in the areas of assessing credibility of medical and other source opinions, weighing opinion evidence, conducting claimant conferences, preparing a narrative summary of finding of fact and making an adjudicative decision.  Use of highly specialized case processing software and other digital information.

		25.	What is the function of the work area and how does this position fit into that function?
Examiners provide case development and adjudication services to a large caseload of claimants within the context of work units and Area Offices.  The Examiner is expected to use efficient and well informed policies and procedures to complete assigned work and help, as needed, with work outside of the assigned caseload, work unit and Area Office to ensure Social Security goals and objectives, as well as claimant service needs, are met.

		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:
Disability Examiner 9 - No specific type or amount is required.
Disability Examiner 10 - One year of professional experience adjudicating, analyzing, and determining eligibility for disability claims equivalent to a Disability Examiner 9.
Disability Examiner 11 - Two years of professional experience adjudicating, analyzing, and determining eligibility for disability claims equivalent to a Disability Examiner, including one year equivalent to a Disability Examiner 10.

	KNOWLEDGE, SKILLS, AND ABILITIES:
Good communication skills (written and oral), ability to relate to the public, general understanding of the disability determination process, quality orientation, attention to detail, flexibility, adaptability, caseload management skills.

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 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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