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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)

	
	

	4. Civil Service Position Code Description
	10. Division

	Departmental Specialist-2
	Office of Culture, Community, Engagement, and Leadership

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

	Language Access Specialist
	MI Office of Transformation, Engagement, and Community Health

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

	MURILLO, YESENIA M; STATE ADMINISTRATIVE MANAGER-1
	

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

	REESE, KIMBERLY A; STATE OFFICE ADMINISTRATOR
	 / Monday - Friday; 8am to 5pm




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		[bookmark: _Hlk221269804]This position functions as the sole MDHHS Language Access Specialist (LAS). Position is housed within the Michigan Office of Transformation, Engagement, and Community Health (MI-TEaCH), Office of Culture, Community, Engagement, and Leadership (CCEL). The LAS serves as the principal language access implementation advisor ensuring individuals who are Limited English Proficient (LEP) can participate fully in MDHHS programs and services, including the implementation of the department-wide language access plan. This role is responsible for implementation of MDHHS language access efforts, including collaboration with Legal, Compliance & Data Governance Bureau, and others, in compliance with the Meaningful Language Access to State Services Act (2023 PA 241), Meaningful Language Access to State Services Policy 1660 & Procedure 1660.01, Title VI of the Civil Rights Act of 1964, and other applicable language access federal and state regulations.
As an internal consultant, this position provides guidance and support to partners and leaders on meaningful access and engagement with English as a Second Language (ESL) public inquiries. LAS creates programs, policy and data that increase awareness and compliance. Establishes, administers, evaluates, modifies, reports, promotes, and supports meaningful language access opportunities within MDHHS. The LAS is the point of contact for MDHHS language access liaisons (volunteers) for effective implementation, technical assistance, and guidance about language access needs and development. The role serves as the department-wide subject matter expert for internal training and resource development related to language access standards and compliance.



	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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:
	40

	Guide and develop language access coordination to comply with the Title VI of the Civil Rights Act of 1964 and the Meaningful Language Access legislation. 

	Individual tasks related to the duty:
	
	

	- Lead and manage the implementation of the MDHHS Language Access Plan and relevant departmental policies in compliance with the law and MDHHS priorities.
- Design and implement an MDHHS language access liaison cross collaborative, by leveraging the MDHHS Language Access Committee, to co-develop core programming efforts that strengthen the MDHHS infrastructure toward effective implementation, technical assistance, and communication efforts (i.e. bilingual qualification and certification program with Human Resources/Civil Service)
- Support the department to strategize and develop language access priorities and goals, including the development of accessible, culturally and linguistically driven communications and engagement strategies.
- Identify and resolve complex barriers related to current or forecasted language access strategies and methods, by analyzing the issue(s), identifying solutions to eliminate or minimize the problem, implement the solution, and communicate appropriate information to prevent future issue(s).
- Collaborate with department staff to monitor emerging community needs, identify scalable implementation best practices, and assist with ongoing refinement and revision of their Language Access implementation plan. 
- Research, provide technical assistance to work areas, and co-design comprehensive subplans. 
- Coordinate and engage with the state-wide Language Access Coordinators (LAC) for additional resources, best practices, and implementation recommendations.




	Duty 2

	General Summary:
	Percentage:
	40

	Research and analyze data, statistical trends, and best practices to identify issues and approaches for language/service access practices, policies, and materials. Serve as the department-wide specialist for internal training and resource development related to digital language access standards and compliance.

	Individual tasks related to the duty:
	
	

	- Ongoing monitoring and management of language access service needs and utilization through dashboard and other visualization tools. Ensure department consistently tracks encounters with LEP communities and reports service delivery data. 
- Develop quality assurance mechanisms to monitor and assess effectiveness and cultural relevance of translation and interpretation services.
- Design and implement methods for program review, evaluation, and analysis of qualitative and quantitative data sets to assess organization-wide compliance and evaluate department’s performance. Produce annual report.
- Facilitate the prompt and equitable resolution of complaints and inquiries from the public regarding compliance with language access standards by routing, collaborating, or escalating allegations of non-compliance.
- Design and provide department-wide language access training and resources to guide discussions on opportunities for improvement, awareness development and skill development of language access. Provide supervisor with quarterly/periodic progress reports on implementation of language access plan, including department’s spending.
- Facilitate the prompt and equitable resolution of complaints and inquiries from the public regarding compliance with language access standards by routing, collaborating, or escalating allegations of non-compliance.
- Provide ongoing support, training, and technical assistance to department frontline and communication staff, leadership and internal-external partners to ensure they are equipped to fulfill their language access and implementation responsibilities.
- Conduct special projects, studies, presentations, and prepares cost analysis for review related to language access needs. Report findings.

	Duty 3

	General Summary:
	Percentage:
	20

	Perform other duties to support special projects, as assigned.

	Individual tasks related to the duty:
	
	

	- Lead special complex projects and workgroups as assigned by management.
- Support MI-TEaCH’s design and implementation of methods for section programmatic evaluation, analysis of qualitative and quantitative data sets, and visualization. 
- Identify learning opportunities and present them to management.
- Partner with work areas to address department concerns.









	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

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




	
	

		Position has independent decision-making authority on researching, analyzing, and compiling data, creating/updating processes, and determining/delivering recommendations to MDHHS






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		Supervisor may review and approve materials prior to implementation or dissemination. Position discusses issues that are sensitive, political, or controversial in nature as well as those that affect policies, procedures and metrics with supervisor. Decisions impacting other work units, requiring organizational change, or those that have budgetary impact will also require supervisor’s review.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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.




	
	

		Standard office environment.  Travel is required (25%).  Office/computer work i.e. information review, email and phone communication and conference calls, program and fiscal management, report development; etc. (50%); ad-hoc assignments (10%); preparation for meetings and preparing and conducting presentations (15%).






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			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?




	
	

	
		The essential duties of the position are to serve as a Language Access Specialist responsible for language access coordination outcomes to comply with the applicable federal, state, and local laws.  






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		New Position






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		The MI Office of Transformation, Engagement, and Community Health serves as the MDHHS lead on efforts to eliminate disparate and unfair health outcomes experienced by Michigan’s racial and ethnic populations. 
As the Language Access Specialist (LAS), the position leads and guides the work with developing and implementing MDHHS’ language access plan and is responsible for ensuring that language access is executed across MDHHS’ administrations, offices, and bureaus and in accordance with applicable legislation. This position serves as a liaison with MI-TEaCH, CCEL, and leadership on language related initiatives and reports. As an internal consultant, provides guidance and support to high level business leaders on meaningful language access and engagement with English as a Second Language (ESL) public inquiries.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			26. What are the minimum education and experience qualifications needed to perform the essential functions of this position.



	

	
	
	
	
	
	
	

		EDUCATION:



	
	
	
	
	

	
	
	
	
	
	
	

		[bookmark: _Hlk221216435]Possession of a bachelor’s degree in any major.
[bookmark: _Hlk221216863]Preferred: Master’s degree in public health, sociology, social work, social science, psychology, community health, training and education, epidemiology, program evaluation or public health with experience in quantitative and qualitative data, or other related fields.




	
	
	
	
	
	
	

		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.
Preferred:
[bookmark: _Hlk221216477]Three years of professional experience in language access, community integration, human or social services, international studies, interpretation or translation, and/or personal lived experience including one year of experience equivalent to the experienced (P11) level in state service. 
[bookmark: _Hlk221216493]A minimum of two years’ work analyzing data and other tools to evaluate efficiency and effectiveness of programs. Proficiency with Microsoft Access, Excel and PowerPoint, online survey tools (e.g., Survey Monkey) and technical writing; and experience with Publisher or other desktop publishing software.





	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		Important Skills and Characteristics:
[bookmark: _Hlk221216739]Strong commitment to improving access for LEP and culturally and linguistically diverse communities. Prior experience in government or community organizations, preferably working across departments and programs. Knowledge of methods used to organize and analyze large sets of data, such as the language access dashboard. Ability to work with a broad range of partners.
As listed on the Civil Service job specification. In addition to:
· [bookmark: _Hlk221217224]Knowledge of language access programming 
· Knowledge of the operational and technical problems involved in the administration of a specialized program.
· Excellent oral and written communication skills
· Excellent presentation skills
· Exceptional interpersonal and organizational skills
· Knowledge of methods of planning, developing, and administering programs
· Program evaluation experience
· Experience using multifaceted approaches to convey subject matter topics 
· Experience using multimedia for experiential learning  
· [bookmark: _Hlk221217335]Demonstrated experience in public health and social justice 
· Ability to passionately inspire self and others
· Excellent organization, planning, and time management skills
· Ability to maintain records, and to prepare reports and correspondence
· Knowledge of the need, preparation, and use of reports
· Knowledge of state and federal laws and legislative processes related to the work
· Ability to interpret complex rules and regulations
· Ability to plan, direct, and coordinate programs and administrative activities of a complex, interrelated and interdependent nature, where unknowns and numerous contingency factors are involved
· Ability to formulate policies and procedures relevant to program areas based on information of a conceptual nature from varied and complex sources
· Ability to plan, coordinate, and expedite work projects.
[bookmark: _Hlk221217413]Knowledge of basic summary statistics for evaluation reporting and ability to present data and research results as information useful to decision-makers and the general community. Ability to analyze, synthesize, and evaluate a variety of data for use in program development and analysis. Knowledge of the principles and practices of research and analysis. Knowledge of the principles of administrative management, including budgeting techniques, office procedures, and reporting. Knowledge of the tools of management, such as methods development, cost analysis, procedural manuals, training materials, operating controls, records and reports, and studies applicable in evaluating programs or services. Knowledge of the initiation, development, accomplishment, and evaluation of public programs or services. Knowledge of the economic, social, political, and business conditions of the state. Knowledge of the legislative process and governmental organization and structure. Ability to analyze and assess operations from the standpoint of management controls, systems, and procedures. Ability to establish program or service procedures, policies, or guidelines and to relate these to objectives. Ability to organize, evaluate, and present information effectively. Ability to interpret laws, rules, and regulations relative to the work. Ability to formulate plans, procedures, and controls in a program or service area. Ability to learn and utilize computer processes. Ability to design forms. Ability to maintain favorable public relations. 
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.



	

	
	
	

	
		N/A



	

	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
		
	
	
	
	

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



	

	
	
	
	
	

	
		



	
		1/28/2026



	

	
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



