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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-DPT OF HUMAN SVC CNTL OF

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

	
	Office of Inspector General

	4. Civil Service Position Code Description
	10. Division

	Departmental Specialist-2
	Operations

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

	Case Management Systems Specialist
	Investigation Analytics Unit

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

	TOMMASULO, PETER E; DEPARTMENTAL MANAGER-3
	

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

	BARTON, CASEY L; STATE ADMINISTRATIVE MANAGER-1
	TBD, MI  / 8:00 a.m. - 5:00 p.m., Mon - Fri




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		The position is responsible for ensuring OIG-wide efficiency in technology, data, and reporting. The specialist focuses primarily on supporting the Administration by researching and analyzing business processes to maximize the effective use of information systems. This position acts as an integral part of OIG’s forward thinking and leading-edge approach as it relates to information systems and program integrity investigations. Serves as the Administration’s contact and expert on new technologies and improvements related to information systems. The position oversees the development, creation, and integration of OIG’s case management system, and custom reporting tools. This includes delivering requirements and project information to vendors and DTMB project managers and developers. Additionally, this position provides training, administrative, and technical support to OIG staff. 



	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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

	Serve as the staff specialist for OIG’s information and case management system. The position will work with OIG leadership to establish the Administration’s needs and requirements for information systems to support its business processes. Based on those business needs then work with DTMB and vendors to design, build, test and implement new and updated systems. This includes project work such as running meetings with OIG staff and vendors, maintain project planning and scheduling. Additionally, the specialist will provide input into IT grant proposal development and identification of other funding sources. 

The position also serves as the primary system administrator, creating processes to ensure compliance with relevant state and federal regulations. Other administrative duties include training other Technical System Unit staff as administrators, providing Policy and Training Unit staff with training resources, monitoring system performance, and providing customer support. 





	Individual tasks related to the duty:
	
	

	· Collaborate with DTMB, private contractors, and other agencies in the administration of the information systems, related projects, and applications.
· Establish and execute testing procedures for OIG systems.
· Develop, maintain, and enhance OIG’s information systems, including but not limited to Michigan Inspector General System (MIGS), Medicaid Audit Recovery and Investigation System (MARIS), and OIG custom reporting solutions.
· Coordinate the implementation of new technologies related to OIG information systems.
· Gather business requirements and work with users to prepare for the modernization of information systems.
· Research, evaluate, and coordinate the multifaceted integration of OIG information systems with other OIG and MDHHS applications.
· Ensure compliance with relevant state and federal regulations as they relate to OIG information systems.
· Provide technical support for users of OIG’s information systems.
· Serve as the liaison to DTMB, private contractors, and other agencies for IT related issues.
· Develop training materials and training programs for users related to OIG’s information systems.
· Act as an administrator to users of OIG’s case management system and custom reporting solution.
· Research and analysis of current case management systems to implement enhancements and gain efficiencies in current processes.
· Ensure the modernized case management system is meeting the needs of OIG.
· Develop reports, dashboards, and queues using the case management reporting tool, as needed.
· Perform high complexity code updates to OIG’s custom reporting solution used to pull data from the SOM data warehouse.
· Review custom reporting solution results for accuracy and policy compliance.
· Assist lower-level analysts in development of code updates of less than high complexity to the custom reporting solution.



	Duty 2

	General Summary:
	Percentage:
	25

	Identify instances of potential fraud, waste, and abuse (FWA) in Michigan Department of Health and Human Services (MDHHS) programs. Identifies FWA through the application of complex analytics via expert use of the Department’s fraud detection and investigation tools. Develop new FWA scenarios based on knowledge of available data and program policies and procedures. Also, fulfill complex data requests from internal and external parties, for suspected FWA.


	Individual tasks related to the duty:
	
	

	· Design and facilitate procedures to evaluate and improve FWA algorithms.
· Assesses the feasibility of referred FWA scenarios and develop a plan for algorithm creation. Assists lower-level analysts in the same.
· Construct new FWA algorithms based on knowledge of available data and program policies and procedures. Assists lower-level analysts in the same.
· Test the integrity of data sets used in algorithm development.
· Evaluate the output of potentially successful algorithms for use by investigative agents within the Office of Inspector General.
· Conduct regular reviews of data quality, working with investigators to ensure the accuracy and usefulness of results.
· Review results for accuracy and policy compliance.
· Assist requesters with interpretations and limitations of results.


	Duty 3

	General Summary:
	Percentage:
	10

	Perform analysis of disqualified EBT retailors from the MDHHS Food Assistance Program and assist with administrative duties related to EBT.

	Individual tasks related to the duty:
	
	

	· Assess internal and external complaints, for suspected EBT FWA.
· Elicit, identify, and design EBT fraud and trafficking algorithms using expert subject matter knowledge of the program.
· Based on scenarios, develop and maintain complex algorithms using SQL for EBT retailer analysis and trafficking detection.
· Perform complex analysis of disqualified EBT retailors sent from outside agencies.
· Load EBT cards for investigative use by OIG and MSP.
· Assist with annual reporting for obligatory Legislative reports related to EBT.


	Duty 4

	General Summary:
	Percentage:
	5

	Other duties as assigned.

	Individual tasks related to the duty:
	
	

	· Participate in training activities.
· Attend/conduct meetings.
· Review policies and procedures.









	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

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




	
	

		The research and analysis of current OIG information systems to implement enhancements and gain efficiencies in current processes. Feasibility of and methods used to test FWA scenarios. Identification of new scenarios and scenario testing techniques. Use of newly identified data sets. Report/presentation design. 






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		Decisions regarding work priorities, changes to internal procedures, and issues not already addressed by available resources. Decisions where no departmental policy or guideline exist or have the potential to be highly political.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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.




	
	

		Normal office environment. The individual in this position is required to travel outside of the building for numerous meetings.  Requires sitting for extended periods of time at a desk station creating, running, and analyzing data runs/queries. Required to move and setup computers, including the breakdown and disposal of packaging materials.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			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?




	
	

	
		Prepared by management.






	

	
	
	
	
	
	
	
	
	
	
	

	
			23. What are the essential functions of this position?




	
	

	
		The purpose of this position is to support OIG by researching and analyzing business processes to maximize the effective use of information systems. This position acts as an integral part of OIG’s forward thinking and leading-edge approach as it relates to information systems. Serves as the unit’s contact and expert on new technologies and improvements related to information systems. The position oversees the development, creation, and integration of OIG’s Enforcement Division’s information systems, case management system, and custom reporting tool to ensure division-wide efficiency in technology, data, and reporting. This position provides instruction and technical support to OIG staff in the use of information systems, primarily OIG’s case management system and custom reporting tool. The position will serve as OIG’s primary contact to interface with DTMB, private contractors, and other agencies in the support and improvement of the information systems, the case management system, and the custom reporting tool utilized by OIG.
This position also identifies fraud, waste, and abuse (FWA) within multiple MDHHS programs, with a specific emphasis on fraud related to Electronic Benefit Transactions (EBT), through the application of complex analytics. This includes identification of policy violations with the application of logical conditions, advanced analytics, and the development and maintenance of complex algorithms related to FWA scenarios.






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		The unit is established as a criminal justice agency within the MDHHS. The primary function is to investigate cases of fraud, waste and abuse in the programs administered by the Department and make referrals for prosecution or administrative disposition of cases. Secondary functions include the review of administrative policies, practices and procedures and requirements to make recommendations to improve program integrity and accountability of programs administered by the Department. This position is responsible for assisting with the functions utilized to monitor Department administered programs statewide.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			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.
 
Proven experience effectively working on a project team, making decisions related to assigned tasks, analyzing business requirements, communicating system specifications, and testing information systems.
Ability to provide quality customer service, build trust through integrity of work, and build relationships through teamwork.
Knowledge of administrating and conducting analysis of information systems.
Extensive experience with SQL and/or at least one programming language.
Experience with Advanced Microsoft Excel functions and VBA macros.




	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		As noted on the job specifications. In addition to:

· Knowledge of DHHS programs, data, and systems
· Understanding of the proper use of descriptive statistics
· Good organizational skills with ability to prioritize and handle multiple tasks
· Skill in SQL query development and/or computer programming language(s)
· Ability to interpret complex data including legal, regulatory and medical terminology
· Ability to determine what questions can be answered with data
· Ability to determine what analyses are worthwhile to pursue
· Creativity in analyzing data and displaying results
· Ability to be skeptical and question results of analyses
· Ability to work independently but also take direction professionally and appropriately follow that direction
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:



	
	
	

	
	
	
	
	
	
	

		N/A




	
	
	
	
	
	
	

	
		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.



	

	
	
	
	
	

	
		



	
		5/4/2022



	

	
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



