	State of Michigan Civil Service Commission
	Position Code
1. DEPTALTAG08Y

	Capitol Commons Center, P.O. Box 30002 Lansing, MI 48909
	

	POSITION DESCRIPTION
	



	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 ANALYST-A
	Operations & Aging Network Support

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

	Regional Aging Representative
	Aging Network Support Section

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

	HUNT, JENNIFER A; STATE ADMINISTRATIVE MANAGER-1
	

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

	WERNER,SCOTT; STATE DIVISION ADMINISTRATOR
	400 S. Pine St., Lansing, MI 48933 / 8:00 AM – 5:00 PM,
Monday-Friday

	14. General Summary of Function/Purpose of Position
This position is the recognized resource for the development and maintenance of the Multi-Year Plan/Annual Implementation Plan used by all 16 AAAs. This position is also responsible for oversight, monitoring, and providing technical assistance to three or more regional Area Agencies on Aging (AAA) that administer social/health-related and nutrition services to older adults. Identifies issues that require state Commission on Services to the Aging approval under the Older Michiganian’s Act and federal Older Americans Act. The position provides policy interpretation to local area agency policy boards and executive directors for assigned regions.




	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:
	55

	This position serves as the recognized resource for the development and implementation of the Multi-Year Plan/Annual Implementation Plan used by the 16 AAAs.

	Individual tasks related to the duty:
	
	

	· Analyze previous year’s guidance used to develop the Annual Implementation Plans (AIP) to determine what changes need to be made.
· Develop a multi-year plan every third year to accompany the annual implementation plan with more detail and a longer outlook. Multi-year plans must incorporate program development objectives in coordination with the State Plan on Aging and Commission input.
· Work with management to determine Division and Bureau’s priorities to incorporate into the MYP/AIP.
· Prepare side by side comparison of previous Plan to upcoming Plan and present to the Commission to the Services on Aging.
· Stay current with Commission and Division’s goals to ensure they are incorporated into the MYP/AIP.
· Coordinate across multiple programs included in the MYP/AIP to ensure all program requirements are included.
· Maintain awareness of trends and changes and work with management to incorporate updates into the planning process.
· Work with staff at area agencies on aging to determine their needs and issues regarding annual plans.
· Work with IT staff to make necessary updates to the plans’ format and requirements in the Aging Information System.
· Create and update supporting documents in the Documents Library to assist AAAs in producing their plans.
· Work with regional representatives to ensure all plans sent by the AAAs are received, verified and filed appropriately.
· Work with the Regional Aging Representative team to develop program development objectives that are sensitive to the needs of historically underrepresented aging populations.
· Work with nutrition and evidence-based disease program staff on incorporating current trends and information

	Duty 2
	
	

	General Summary:
	Percentage:
	40

	Field services representative to regional agencies (area agencies on aging) in Michigan that are major recipients of state and federal funds to provide supportive and nutrition services to older adults.

	Individual tasks related to the duty:
	
	

	· Review multi-year planning documents, annual implementation plans, expenditures and annual budgets.
· Recommend appropriate action to the Commission on Services to the Aging.
· Make regular site visits to monitor progress on plan implementation.
· Conduct formal assessments of agency operations.
· Review and analyze ongoing programmatic and fiscal reports.
· Attend meetings of Board of Directors of grantee agencies.
· Analyze state and federal legislation and regulations as they relate to the program.
· Provide technical assistance to grantees and community agencies regarding various aspects of program operations

	Duty 3
	
	

	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.

	Policy interpretation, evaluation of assessment findings, determination of corrective action plan, appropriateness of planning documents, appropriateness and accuracy of grantee budgets, need for programmatic training, and content of correspondence. The vast majority of the activities in this position are self-directed. Review of draft policies, reports and written responses to inquiries.



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

	Recommendations made to administrative and or the Commission on Services to the Aging. Recommendations to clear audit findings. Matters that could potentially create controversy or negative consequences to AASA. Review of draft policies, reports and written response to inquiries.



	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.

	Sitting for long periods of time at a desk or in front of a computer screen. Occasionally standing for long periods making presentations. Significant reading of references and documents; operate complex computer programs and perform mathematical calculations. Attend meetings, drive to field sites year-round in a variety of weather conditions. Periodically move/lift heavy equipment as requested. Must have manual dexterity to allow for operation of calculator and computer.



	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
	Approve leave requests.
	N
	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?

	



	23. What are the essential functions of this position?

	This position is a recognized resource and is responsible for oversight, monitoring, and providing technical assistance to one or more regional AAAs (AAA) that administer social/health-related and nutrition services to older adults. This includes assessing the AAAs and their contractors and for compliance of state and federal regulations. Identifies issues that require state Commission on Services to the Aging approval under the Older Michiganian’s Act and federal Older Americans Act.
The position provides policy interpretation to local area agency policy boards and executive directors for assigned regions. The person is also the lead for the MYP/AIP process.



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

	n/a – minor updates made reflect new section name



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

	The Operations and Aging Network Support (OANS) Division performs and oversees functions including management of the Aging Information System; internal agency and external grantee budget and financial grant management operations; federal and state program reporting, research, and planning; training; and continual quality improvement efforts. In addition, the division is responsible for oversight of the Aging Network Support (ANS) Section and the Financial Quality and Grant Support (FQGS) Section of the office. The ANS and FQGS sections provide program and finance oversight, monitoring, payment requests, reporting and technical assistance to Michigan's 16 area agencies on aging, other agency grantees and more than 1,200 service providers in Michigan. This position has assigned AAAs and is responsible for providing technical assistance, oversight, provides the office, agencies and the general public with assistance with AIS support and area agency on aging oversight. This position is also the lead for the development and maintenance of the MYP/AIP process.



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

	EDUCATION:

	High school diploma or GED

	
EXPERIENCE:

	Departmental Analyst 12



	Three years of professional experience, including one year of experience equivalent to the experienced (P11) level in state service.

	KNOWLEDGE, SKILLS, AND ABILITIES:

	Broad knowledge of, and sensitivity to, senior citizen issues in general, including policies and procedures applicable to SUA programs. Well-developed capacity for researching issues, producing analyses, and writing reports. Knowledge of methods of planning, developing and managing programs. Ability to formulate policies and procedures, as well as ability to interpret federal, state and local legislation and policies as they relate to programmatic responsibilities. Must be able to understand and operate complex computer software applications, perform mathematical calculations, conduct statistical analysis, and prepare and monitor budgets. Self-directed work habits requiring minimum of supervision, and ability to exercise independent judgment and work well with other staff and agencies. Significant ability and self-confidence for public speaking and presentations. Good problem-solving skills including in ambiguous situations.
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:

	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.

	
	
	5/25/2022

	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




