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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 

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

	CSHCS Policy 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   / Monday - Friday, 8:00 a.m. - 5:00 p.m.




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		This position serves as the single policy specialist for the Children’s Special Health Care Services (CSHCS) statewide program. The position responsibilities include CSHCS policy development, revisions, updates, promulgation and interpretation. Staff in this position review, analyze, interpret and communicate the impact of proposed Medicaid policy to CSHCS staff and administration, as it relates to CSHCS eligibility, services, and reimbursement. This position researches and explains potential policy impacts of state and federal legislation related to health insurance, health care and social services, developing policy briefs as requested.  Staff in this position serve as a liaison to other programs regarding Medicaid, MI Child, Healthy Michigan Plan and public health policies.  This position also trains CSHCS staff, other department staff, and local health departments regarding policy matters and updates/maintains the local health department guidance manual.  Staff in this position serve as the point person to work with OMA physicians to coordinate the department’s responses to requests for department hearings and reviews.  





	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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:
	50

	Serves as the single statewide CSHCS Policy Specialist.


	Individual tasks related to the duty:
	
	

	· Research medical literature and consult with medical professionals to determine current practice standards, patterns of care, use and benefits of technology, acceptability of treatment protocols, etc., to recommend policy/program development direction.
· Research CYSHCN programs and service delivery approaches used in other locations to recommend adoption of best/promising practices.
· Maintain current knowledge and understanding of National Standards for CYSHCN and the current system of care to recommend improvements to align CSHCS with standards.
· Develop, review, revise, and promulgate CSHCS policy in accordance with department policy, ensuring adherence to specific guidance, requirements, and timelines.
· Develop responses to public comments received on proposed policy, defending the agency position as necessary.
· Alert management to problems/concerns/outside events that could affect policy and/or reimbursement decisions.
· Consult with third-party payers, state and federal assistance programs (i.e. Medicare, CMS, Medicaid, Public Health programs, and other affected parties) as appropriate.
· Evaluate proposed Medicaid policy changes and analyze impact on CSHCS program and its beneficiaries, providers, Medicaid Health Plans, Local Health Departments, and overall program direction.
· Develop policy briefs for administration regarding proposed, adopted and/or enacted legislation, laws, rules, policies that impact CSHCS program, service delivery system, and/or beneficiaries.
· Update/maintain the CSHCS Guidance Manual for local health departments to ensure it accurately and clearly reflects CSHCS current policies and procedures.
· Communicate to CSHCS staff, both central and in local health departments, regarding proposed and final policy procedures and guidelines.
· Prepare/present policy updates to the CSHCS Advisory Committee.


	Duty 2

	General Summary:
	Percentage:
	20

	Coordinate department hearings and reviews. Represent the department as needed.


	Individual tasks related to the duty:
	
	

	· Prepare monthly calendar and hearing request materials for physicians and schedules monthly meetings.
· Interface with LHDs, analysts, medical facilities, and/or families to obtain additional medical information.
· Provide follow-up/feedback information to physicians, as needed.
· Prepare department response and department hearing/review packet and distribute to physician, family center staff, hearing officer, and family, as appropriate.
· Attend hearings and represent the department.
· Track hearing outcomes and updates various systems as required.


	Duty 3

	General Summary:
	Percentage:
	20

	Serve as CSHCS expert related to the processing of legal documents (i.e. citizenship, residency, paternity, guardianship, etc.) required for eligibility, renewal, and the authorized release protected health information.


	Individual tasks related to the duty:
	
	

	· Maintain knowledge of citizenship and residency requirements as stated in the BAM, BEM and other State and Federal sources.
· Maintain policy section queues and process documents in accordance with department procedures. 
· Interact with families and local health department staff to request additional documentation, when needed.
· Reply by written correspondence to LHD and families when eligibility documentation is insufficient or not adequate.


	Duty 4

	General Summary:
	Percentage:
	5

	CSHCS Liaison to organizations outside of CSHCS, MDHHS, or State Government.


	Individual tasks related to the duty:
	
	

	· Liaison to a wide range of inter and intradepartmental committees and workgroups.
· Liaison to organizations outside of state government.


	Duty 5

	General Summary:
	Percentage:
	5

	Other tasks as assigned.

	Individual tasks related to the duty:
	
	

	









	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

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




	
	

		 Policy development or revision of CSHCS policies, procedures or guidelines as needed based upon expertise. Intervention with other department programs regarding interface between CSHCS policies and procedures and other department programs policies and procedures based upon expertise. Identifying and/or responding to training needs regarding policy. Represent CSHCS in appeals/hearings. 







	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		Proposals developed based upon expertise, but that may elicit significant negative political responses. Requests for exceptions to policy(ies) that are significantly beyond the scope of the policy and/or may set an unwelcome precedent. 







	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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. Minimal transportation of documents for out-of-the-building meetings is 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?




	
	

	
		Management prepared.






	

	
	
	
	
	
	
	
	
	
	
	

	
			23. What are the essential functions of this position?




	
	

	
		Provide high degree of expertise within the policy arena related to both the development and implementation of CSHCS policies. Possess the ability to understand and communicate the impact of policies on persons with special health care needs, their families and their providers. Serve as the CSHCS liaison to legal and other internal and external stakeholders. Represent the Division in appeal hearings with families and the Office of Medical Affairs. 







	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		Slight updates to language for recruitment purposes. No updates to responsibilities, duties, or expertise required. 






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		The work area is responsible for the development of the CSHCS program. This position provides much needed expertise, collaboration, and creative thinking regarding policy development and implementation.  







	

	
	
	
	
	
	
	
	
	
	
	

	
	
			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:



	
	
	
	

	
	
	
	
	
	
	

		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 CSHCS policy and procedures. Extensive knowledge of Medicaid policy and procedures. 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 Divisions 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.



	

	
	
	

	
		None 



	

	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
		
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



