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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)

	
	Medicaid Care Management and Quality Assurance

	4. Civil Service Position Code Description
	10. Division

	DEPARTMENTAL SPECIALIST-2
	Children's Special Health Care Services (CSHCS)

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

	Departmental Specialist 13 - CSHCS Insurance Specialist
	Policy and Program Development

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

	TERRA DEPEW; STATE ADMINISTRATIVE MANAGER-1
	

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

	BARNETT, LONNIE D; STATE DIVISION ADMINISTRATOR
	400 S. Pine St., Lansing, MI. / 8-5




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		Serves as the only state-wide Children's Special Health Care Services (CSHCS) insurance specialist, this position helps clients access affordable health insurance coverage and coordinate state and federal insurance benefits. This position administers the Insurance Premium Payment Benefit Assistance (IPPBA) component of CSHCS. In addition, the position is responsible for researching and analyzing changes in the insurance industry, anticipating impacts for CSHCS, and recommending strategies to ensure families use all available resources to obtain comprehensive health services for children enrolled in the program. 




	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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:
	65

	Administer the Insurance Premium Payment Benefit Assistance component of CSHCS.

	Individual tasks related to the duty:
	
	

	· Respond to requests for clarification or assistance from clients and local health department staff in understanding IPPBA eligibility requirements and completing applications
· Review submitted documentation (application, EOBs, system data, etc.) to determine client eligibility and renewal determinations based upon cost effectiveness and hardship criteria
· Notify clients of eligibility status and participate in CSHCS department reviews related to IPPBA eligibility determinations
· Conduct client follow-up on outstanding documents and run client expenditure reports
· Ensure accurate information is provided to contract analyst for voucher creation and payment requests
· Access SIGMA and reconcile payment reports
· Establish premium payment cycles and monitor payment issuance to ensure timely payment

	Duty 2

	General Summary:
	Percentage:
	10

	Identify applicant insurance status and update Third Party Liability when appropriate.

	Individual tasks related to the duty:
	
	

	· Run reports in CHAMPS, CSHCS database, and consult with other data systems to identify additional insurance coverage
· Work with clients and local health department staff to update coverage through the Third-Party Liability portal
· Assist clients with Medicare buy-in processes, if eligible
· Assist clients and/or local health departments in identifying other insurance for enrollees. 

	Duty 3

	General Summary:
	Percentage:
	10

	Assist uninsured, underinsured, or clients with high-cost insurance plans in securing adequate insurance coverage. 

	Individual tasks related to the duty:
	
	

	· Request and analyze High Beneficiary Cost Report to identify high-cost individuals and assist beneficiaries in obtaining insurance coverage
· Promote IPPBA to high-cost beneficiaries
· Promote marketplace open enrollment period to clients and LHDs.
· Track cost savings associated with IPPBA enrollment
· Assist LHDs and clients in one-on-one sessions who are seeking assistance in coordination of benefits
· Serve as a liaison to Medicaid for LHDs and clients needing urgent assistance in modifying their benefit plan 
· Provide trainings and webinars on IPPBA and insurance information
· Update CSHCS policy and guidance manual to reflect changes that occur related to health insurance coverage at the state and federal levels.

	Duty 4

	General Summary:
	Percentage:
	10

	Conduct in-depth research and analysis on how clients utilize their health insurance benefits to access care. 

	Individual tasks related to the duty:
	
	

	· Evaluate patterns in service utilization, claims, authorizations, and coverage pathways to identify barriers to care and opportunities to improve program efficiency. 
· Prepare reports and provide evidence-based recommendations for policy, workflow, or system improvements to ensure program funds are used effectively and support equitable access to services. 
· Prepare written reports, summaries, and presentations for leadership, highlighting key findings, financial implications, and improvement opportunities. 
· Work with program staff, providers, insurers, and administrative partners to gain insights, validate findings, and support implementation of recommendations. 

	Duty 5

	General Summary:
	Percentage:
	5

	Other duties as assigned.

	Individual tasks related to the duty:
	
	

	Other duties as assigned.









	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

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




	
	

		Operates with a high degree of autonomy.  Decisions impact the continuation of primary insurance coverage for children and adults in the program






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		Supervisory input and decisions are required when situations arise significantly beyond the normal scope of day-to-day operations when an issue has program-wide implications or impacts areas outside the specific duties of the area of responsibility or appear it might be outside of the scope of the CSHCS program’s policy or role.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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.




	
	

		Work is performed in an office setting, at a personal computer.  Some statewide travel is required.  The role is highly stressful due to responding and assisting many stressed and agitated people daily who have not been successful in coordinating benefits.  The families need problems resolved in a timely manner so that children can maximize their insurance benefits.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			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?




	
	

	
		Provide a high degree of expertise within the insurance arena related to implementing the IPPBA program, research changes in the insurance sector, and making recommendations to program changes to align with changes in the insurance industry. Work with families and LHDs to obtain and maintain health insurance coverage through the timely payment of premiums. Work with families to ensure coordination of benefits to contain costs and address complex client needs. 






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		Updating the position description to include researching and making recommendations in response to changes in the insurance industry that impact CSHCS. 






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		The work area is the CSHCS Policy and Program Development Section.  This section is responsible for identifying opportunities for program growth or improvement and developing policy that supports the implementation of the CSHCS program.  
This position serves as the expert on insurance and coordination of benefits for CSHCS enrollees. The policy specialist works with internal and external partners to improve access to insurance for CSHCS enrollees, evaluate the effectiveness of the IPPBA program, and research changes in the insurance industry to ensure the CSHCS program remains relevant and efficient. 






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			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 Specialist 13 - 15
Four years of professional experience, including two years equivalent to the experienced (P11) level or one year equivalent to the advanced (12) level.




	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		As listed on the Civil Service job specification.  Must possess the ability to communicate effectively, both verbally and in writing. Ability to plan, direct, and coordinate administrative activities and programs of a complex, interrelated, and interdependent nature where unknowns and numerous contingency factors arise often. In-depth knowledge of the CSHCS program. Extensive knowledge of insurance, coordination of benefits, and third-party liability. Understands the importance of ensuring access to health care for all populations and incorporates a health fairness lens to the Section’s work and the Division’s policies and program initiatives. 




	
	
	
	
	
	
	

		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



