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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)

	
	BUREAU OF AGING, COMMUNITY LIVING AND SUPPORTS

	4. Civil Service Position Code Description
	10. Division

	DEPARTMENTAL SPECIALIST-2
	AGING AND COMMUNITY SERVICES DIVISION

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

	Administrative Assistant 
	

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

	LEONARDI, KRISTINA M; STATE DIVISION ADMINISTRATOR
	

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

	WAMSLEY, SCOTT; STATE BUREAU ADMINISTRATOR
	400 S. Pine, Lansing, MI  / M - F, 8:00 am - 5:00 pm




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		This position serves as the Administrative Assistant to the Director of the Aging and Community Services Division. The specialist will assist and advise the director on matters related to the research, development, and implementation of community options supports and services, home and community-based services, and health promotion and active aging programs. The position will require participating in and representing the director at developmental meetings, assisting in the development of federal applications and relevant state policy, assisting in the preparation of any necessary procurement documents and activities, participate in systems design meetings, and carrying out special projects as assigned by the director.




	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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:
	35

	Assist and advise the director of the Aging and Community Services Division on matters related to the research, development, and implementation of community options support and services, home and community-based services, health promotion and active aging programs, and related Medicaid, Medicare, and Older American’s Act activities.


	Individual tasks related to the duty:
	
	

	· Conduct research on other states' systems, best practices, program evaluation reports and other available information.
· Prepare and present research and data necessary to the ongoing development and implementation of home and community-based services and health promotion and active aging programs in Michigan. 
· Coordinate with and assist other departmental staff, contracted entities, and project stakeholders in the gathering of background information and data, the identification of overlaps and gaps, and other topics as identified by the director.
· Research and report on the requirements and implications of various federal waiver and other relevant authorities that might be utilized in home and community-based services and aging programs.
· Research and report on federal rules and regulations that impact home and community-based services and aging programs.
· Participate in systems design meetings, analyze design documents, and make recommendations, participate in testing, contribute to training and outreach efforts.
· Present research findings/recommendations to bureau/administration/department leadership.
· Provide recommendations for strategies to align relevant activities, policies, and procedures with the goals and direction of the home and community-based services program, State Plan on Aging, and the department.


	Duty 2

	General Summary:
	Percentage:
	35

	Carry Out special projects as assigned by the director.

	Individual tasks related to the duty:
	
	

	· Lead, facilitate or execute special projects as identified by the director.
· Contribute to related projects conducted by other units in MDHHS.
· Participate as needed in the development of systems requests
· Analyze proposed state and federal legislation that might impact division programs.
· Analyze proposed HCBS, Medicare, and aging legislation for impact on older Michiganians and/or beneficiaries, providers, access to care, provider participation, and budget impact.
· Monitor federal and state regulatory developments related to HCBS, Medicare, and aging. Analyze the implications and make recommendations to the director.
· Analyze waiver options and other authority considerations and make recommendations to the director.


	Duty 3

	General Summary:
	Percentage:
	25

	Participate in or lead meetings as assigned and represent the director in meetings as needed.




	Individual tasks related to the duty:
	
	

	· Serve as project liaison, tracking all tasks required for development and implementation while monitoring progress in relation to established timelines.
· Update internal staff on project status and other changes.
· Participate in or lead plenary and workgroup meetings as assigned.
· Lead or participate on stakeholder forums, focus groups, and key informant interviews as assigned.
· Represent the director at meetings with outside professional groups, providers, other state agencies, federal entities, and other areas of MDHHS when necessary.
· Organize and document meetings as assigned.


	Duty 4

	General Summary:
	Percentage:
	5

	Assist the director and other staff in the preparation and execution of necessary procurement documents and processes.



	Individual tasks related to the duty:
	
	

	· Research and otherwise assist the director in the preparation of any documentation needed to procure necessary providers for the division programs.
· Coordinate and participate in any necessary procurement process.
· Work with Grants and Contracts staff and other department staff to assure that any needed procurement is addressed in an efficient and timely fashion.











	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

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




	
	

		· Decisions: Organize assignments, report progress, and make recommendations for adjustments to priorities.
· Potential Impact: providers and beneficiaries are affected by decisions, as well as other staff, other areas of Medicaid and Older Americans Act covered services, and other areas of state government. Inappropriate decisions may affect the ability of the Section/Division/Bureau to meet mandated or established timelines and could jeopardize federal funding. 







	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		· Policy changes, systems design decisions, and final versions of reports and other major documents. 
· Decisions that impact other departments or program areas.
· Decisions that could have far reaching effects on policy.
· Resolving competing priorities when work demands are high.








	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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.




	
	

		The majority of the work is performed in an office setting utilizing a personal computer.
The position is extremely stressful due to meeting changing priorities and deadlines.







	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			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?




	
	

	
		As the Administrative Assistant, the essential duties are: 
· Research, develop, implement, and maintain background research, project development, and implementation issues.
· Represent the director in various work groups, task forces, meetings, and forums. Effectively participate in a variety of group assignments.
· Carry out special projects as assigned by the director.







	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		Updating PD to reflect the addition of the Community Options Support and Services Section.







	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		The Aging and Community Services (ACS) Division is responsible for the oversight of the Health Promotion and Active Aging (HPAA) Section, Home and Community-Based Services (HCBS), and the Community Options Support and Services (COSS) Section. This position is located within the main ACS Division.
The COSS Section works to ensure choice for individuals seeking long-term care solutions, options and assistance related to Medicare, and availability of legal assistance as authorized under the Older Americans Act.
The HCBS Section focuses on operations including contracting and reimbursement, assuring contract compliance and quality of service delivery, provision of technical assistance to contracted entities, assurance of participant health, welfare and satisfaction with services, and quality improvement activities.
The HPAA Section performs functions of health promotion, health policy, program development and management, including grant management; federal and state program reporting; research and planning; training; program development and monitoring; and public information for assigned programs and activities.







	

	
	
	
	
	
	
	
	
	
	
	

	
	
			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:



	
	
	
	

	
	
	
	
	
	
	

		Ability to conduct research, well-developed verbal and written communication skills, strong teamwork and group facilitation skills, initiative, and the ability to work independently and meet deadlines. Familiarity with state/federal laws and regulations, Medicaid policies and the MDHHS claims processing system.
Additionally, as listed on the CSC Job Specification.
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.



	

	
	
	

	
		none



	

	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
		
	
	
	
	

	
		I certify that the entries on these pages are accurate and complete.



	

	
	
	
	
	

	
		



	
		10/12/2022



	

	
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



