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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)

	
	Behavioral and Physical Health and Aging Services Administration

	4. Civil Service Position Code Description
	10. Division

	Departmental Analyst-A
	Office of Strategic Partnerships and Medicaid Administrative Services

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

	GA Expert
	Financial and Administrative Services

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

	FLEURY, GINA M; DEPARTMENTAL MANAGER-3
	

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

	KLINE, CRYSTAL; STATE ADMINISTRATIVE MANAGER-1
	400 S. Pine St., Lansing, MI. (remote work possible) / 8-5




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		As the Gross Adjustment Expert, this position serves as the recognized resource responsible for reviewing and monitoring all gross adjustments (over $5 Billion annually) that are processed and paid through the Community Health Automated Medicaid Processing System (CHAMPS) for the Behavioral and Physical Health and Aging Services Administration (BPHASA) within the Department of Health and Human Services (DHHS). This position is the only position within the state that is responsible for gross adjustments for both the Managed Care and Fee for Service sub-systems within CHAMPS. As the only position responsible for both sub-systems, this position serves as the go-to contact for any Gross Adjustment related inquiries. Duties also include entering account code rules into CHAMPS for payments to process, ensuring correct coding in the accounting system; and serving as backup for other duties within the Financial and Administrative Services Section within BPHASA.



	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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:
	75

	Function as the recognized resource for gross adjustments for BPHASA




	Individual tasks related to the duty:
	
	

	• Enter and reconcile all gross adjustments for BPHASA in both the Claims and Contract Management Sub-Systems; and ensure they process successfully through SIGMA. 
• Responsible for establishing deadlines for Gross Adjustment entry into CHAMPS and communicating those deadlines to the correct parties. 
• Responsible for reviewing all gross adjustment files for proper coding.
• Establish and maintain gross adjustment codes in CHAMPS within the Reference Sub-System. 
• Responsible for researching and explaining the variety of Gross Adjustment error messages and their proper fixes within CHAMPS to management.
• Perform extensive research and analysis on a variety of inquiries from BPHASA Leadership, the Directors Office, or Governor’s Office on payments or offsets that processed via gross adjustment and provide a detailed summary of what occurred to clearly communicate to Provider, Lobbyist, or Legislature.
• Responsible for identifying any system errors and submitting tickets to the vendor for system fixes and working with the vendor to correct the errors so the system functions properly. 
• Maintain proper association between Gross Adjustment code, Fund Source Code, and MCO Program Code and/or Provider Allowable Code (PAC). 
• Update the funding profile under each gross adjustment code based on the current Federal medical assistance percentage (FMAP) rate. 
• Participate and lead in several meetings with other State and Contractual staff.
• Responsible for all Gross Adjustment testing done in User Acceptance Testing prior to Go-Live in Production to ensure system fixes and enhancements are implemented successfully.
• Develop, maintain, and conduct on-going training and materials for staff and providers on the use of Gross Adjustments in CHAMPS as the systems changes with releases, enhancements, and system fixes.
• Responsible for understanding the functionality of both payment and recovery gross adjustments. 
• Oversee and develop CHAMPS project documentation, materials, and related reports. 


	Duty 2

	General Summary:
	Percentage:
	10

	Assist in reviewing, analyzing, and establishing account rules within CHAMPS to accurately process billing and reimbursement claims. 


	Individual tasks related to the duty:
	
	

	• Responsible for entering new rules into CHAMPS to allow payments to process. 
• Review existing rules to ensure that payments can be submitted without errors. 
• Analyze existing rules to correspond with errors and determine if new rules need to be developed within the system or modified
• Make recommendations to the CHAMPS analyst that would improve efficiencies within the gross adjustment process within CHAMPS.
• Review rulebooks to ensure proper formating for entry


	Duty 3

	General Summary:
	Percentage:
	5

	Assist in IT-related purchasing and managing the administration’s inventory of computers and other IT equipment.

	Individual tasks related to the duty:
	
	

	• Evaluate administrative and operational IT needs and recommend solutions.
• Obtains computers and other hardware/software for new staff and requesting access to software staff need to perform their work duties.
• Interprets existing DTMB policies and procedures as it relates to purchasing additional IT equipment hardware and software. 
• Compiles and maintains a database of inventory for hardware and software purchased by the administration.
• Tracks and facilitates the timely delivery of IT-related purchases.
• Submits requests for terminating SOM access via the MiID Active Directory Provisioning Tool.
• Responsible for researching and testing hardware the administration is considering purchasing.
• Responds to staff inquiries and investigates application or database issues before requesting assistance from DTMB.

	Duty 4

	General Summary:
	Percentage:
	10

	Other Duties as Assigned

	Individual tasks related to the duty:
	
	

	• Respond to CHAMPS related inquiries from within DHHS, other departments, legislative staff, and outside entities.
• Train staff in CHAMPS sub-systems as needed. 
• Set up and attend meetings and trainings as needed.
• Provide assistance to co-workers in interpreting policies, rules, and regulations.
• Assist with Legislative updates and contract management









	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

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




	
	

		Independent decisions are made regarding the timeline of gross adjustment entry and whether the information received from the program area is sufficient. Decisions regarding prioritization of workload, coordination of activities with staff assigned to a project, and all other normal day-to-day activities are made independently. 






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		 Decisions that will result in major organizational change. Decisions as they relate to security and protection of beneficiary and provider information as it relates to HIPAA concerns. Decisions that may result in negative consequences for the Department. Decisions involving issues that have overall program consequences, philosophic implications, or budgetary consequences. 








	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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.




	
	

		Minimal physical effort is required to perform the job.  General office setting






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			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?




	
	

	
		As the Gross Adjustment Expert, this position serves as the recognized resource responsible for reviewing and monitoring all gross adjustments (over $5 Billion annually) that are processed and paid through the Community Health Automated Medicaid Processing System (CHAMPS) for the Behavioral and Physical Health and Aging Services Administration (BPHASA) within the Department of Health and Human Services (DHHS). This position is the only position within the state that is responsible for gross adjustments for both the Managed Care and Fee for Service sub-systems within CHAMPS. As the only position responsible for both sub-systems, this position serves as the go-to contact for any Gross Adjustment related inquiries. Duties also include entering account code rules into CHAMPS for payments to process, ensuring correct coding in the accounting system; and serving as backup for other duties within the Financial and Administrative Services Section within BPHASA.






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		n/a






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		
The Behavioral and Physical Health and Aging Services Administration bureau is responsible for overseeing core financial and operational components of the Medicaid program. The position is integral to the Department’s operations because of the financial oversight and analyses it can provide. Incorrectly addressing these issues or disregarding them could result in the loss of State and Federal funds.








	

	
	
	
	
	
	
	
	
	
	
	

	
	
			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 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:



	
	
	
	

	
	
	
	
	
	
	

		As listed on the Civil Service job specification.  In addition: 
· Knowledge of the legislative process and governmental organization and structure.
· Ability to analyze, synthesize, and evaluate a variety of data for use in program development and analysis.
· Ability to learn and utilize computer processes.
· Ability to effectively communicate both in writing and verbally
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.



	

	
	
	
	
	

	
		



	
		7/25/2023



	

	
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



