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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 Community-Based Services

	4. Civil Service Position Code Description
	10. Division

	Departmental Analyst-A
	Contracts and Quality Management

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

	Contract Manager
	Contract Management

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

	KILFOYLE, LAURA; STATE ADMINISTRATIVE MANAGER-1
	

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

	VACANT; STATE DIVISION ADMINISTRATOR
	Capitol Commons Center 400 S. Pine St., Lansing, MI 48933  / Monday - Friday; 8:00am - 5:00pm




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		This position is responsible for serving as the recognized resource for Community Mental Health Service Provider (CMHSP) and Prepaid Inpatient Health Plan (PIHP) contract monitoring and financial oversight, including summarizing contractor submitted financial reports, for assigned regions. Additional responsibilities include contract language review, reporting oversight, providing technical assistance, and corrective action plan oversight. The position works with several other MDHHS staff in different work areas to ensure unity and consistency of work. The position is responsible for the following work: a) monitoring contractor financial status and preparing financial reports, applying financial expertise to recommend approval or denial of contractor financial submissions;; b) reviewing contracts, amendments, and required contract submissions for completeness, accuracy, and consistency with MDHHS funding, reporting requirements in EGrams system, and policy; c) identifying and participating in the provision of on-going technical assistance regarding contract development, contract provision clarification, compliance, and compliance/performance expectations to assigned CMHSPs/PIHPs; d) maintaining report schedules and consults regularly with PIHPs/CMHSPs Directors or designated staff to assure timely submission of contracts, amendments, other required reports, and other contract related documents; e) monitoring PIHPs/CMHSP for contract compliance and performance including corrective action plan resolution; and f) maintaining regular contact with other MDHHS staff (re: performance indicators staff, site review team, Office of Recipient Rights, HAB Waiver, Children's Waiver, etc.), in order to coordinate timely access to needed information, and assure consistent communication with the PIHPs/CMHSPs



	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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:
	50

	As the recognized resource, monitors PIHPs/CMHSP for contract compliance and performance and prepares quarterly reports regarding status of compliance and performance and their corrective action plans. Also notes potential areas of excellence where appropriate.

	Individual tasks related to the duty:
	
	

	· Coordinate with other sections in the department when compliance or performance issues arise. Review with the section manager the initiation of recommended remedies and sanctions.
· Track PIHP contract compliance issues in the contract database.
· Maintain and Develop financial reporting criteria/standards that will be implemented into the MDHHS Customer Relationship Management (CRM) System for common reporting process for PIHP/CMHP improvement practices.
· Review financial/provider incentive reinvestment plans submitted by the PIHP bringing attention to the PIHPs any concerns noted. Upon resolution, forward with recommendations to the section manager.
· Participate in the follow-up on issues that are raised in the cost settlements with PIHPs and CMHSPs.
· Review each PIHPs/CMHSPs annual budget submissions.


	Duty 2

	General Summary:
	Percentage:
	20

	Reviews contracts, amendments, and required contract submissions for completeness, accuracy, and consistency with MDHHS funding, reporting requirements, and policy. Makes recommendations to the section manager regarding needed or proposed MDHHS actions involving PIHPs/CMHSPs.

	Individual tasks related to the duty:
	
	

	· Keep abreast of new or revised MDHHS policies, reporting requirements, system changes, and federal Medicaid and Medicare rules and regulation changes. Attend meetings, trainings, and conferences to maintain adequate understanding of MDHHS policies, contract terms, and contractual issues being raised internally or by contractors.
· Review contractual agreements and amendments collaboratively with other MDHHS personnel.
· Review contracts and amendments for consistency with MDHHS expectations and bring any concerns to the attention of the section manager.
· Forward contracts and amendments to the division secretary with a written recommendation for processing.
· Upon request, provide guidance on contract language interpretations to other divisions within MDHHS in addition to PIHPs/CMHSPs.


	Duty 3

	General Summary:
	Percentage:
	15

	Responsible for identifying and participating in the provision of on-going technical assistance regarding contract development, contract provision clarification, compliance, and compliance/performance expectations to assigned CMHSPs/PIHPs. If needed, recommend other MDHHS specialists, the section manager and/or division director to assist in providing technical assistance.

	Individual tasks related to the duty:
	
	

	· Review contract language to ensure compliance with federal and state guidelines and consistency with negotiated language.
· Review new contract language for changes in compliance and performance requirements and develop monitoring procedures to insure PIHP and CMHSP meet contract terms.
· Assess consumer questions brought to contract management and customer service section and determine recommended action. This includes providing information, referral, and technical assistance as appropriate to the consumer or their advocate.
· Review, research, and process fund transfers between CMHSPs as allowed in the Michigan Mental Health Code.
· Review and research billing disputes and dispute resolution matters and make recommendations to the section manager of actions to be taken.
· Perform preliminary review and research of state hospital billing disputes, and if no resolution is found and both PIHPs/CMHSPs agree, will forward to the MACMHB for a COFR dispute hearing.
· Draft correspondence for MDHHS signatures as needed.


	Duty 4

	General Summary:
	Percentage:
	10

	Maintains financial reports schedules and consults regularly with PIHPs/CMHSPs Directors or designated staff to assure timely submission of contracts, amendments, other required reports, and other contract related documents. Also, maintains regular contact with other MDHHS staff (re: performance indicators staff, site review team, Office of Recipient Rights, HAB Waiver, Children's Waiver, etc.), to coordinate timely access to needed information, and assure consistent communication with the PIHPs/CMHSPs.

	Individual tasks related to the duty:
	
	

	· Maintain a record for their respective PIHPs/CMHPs of required submission of contracts, amendments, reports, and other contract related documents, and review regularly for needed follow-up.
· Prepare a financial quarterly report for submission to the section manager on areas of non-compliance and excellence.
· Meet regularly with the section manager to ensure that everyone is aware of all known urgent and important matters related to Contract Manager's respective PIHPs/CMHSPs.


	Duty 5

	General Summary:
	Percentage:
	5

	Other tasks as assigned.

	Individual tasks related to the duty:
	
	

	· Work with section manager to identify professional development needs and develop a plan for achieving needed developments.
· Travel as necessary for addressing PIHP/CMHSP contract issues, as well as attendance at trainings, meetings, and conferences.
· Cross-trains across other tasks in the section.










	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

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




	
	

		A. Determine level of PIHP/CMHSP compliance based on analysis to minimize MDHHS risk.
B. Routine follow-up with PIHPs/CMHSPs regarding delinquent reports.
C. Develop accurate, readable quarterly summaries of compliance to ensure MDHHS in receiving expected outcomes.
D. MDHHS/PIHP and MDHHS/CMHSP contract-based decisions on billing disputes and financial matters.







	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		A. Specific action to address compliance violations including sanctions and penalties.
B. Decisions related to MDHHS fiscal policy.
C. Interpretation of fiscal and program policy regarding spending and provider (PIHP/CMHSP) incentive programs.







	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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.




	
	

		This position requires sitting at a desk, reading/analyzing reports, and working on a computer. There will be periodic travel to program sites throughout the state, as well as to conferences and training events, some of which will require overnight stays. Physical effort will be needed to manage workpapers, training materials, and a laptop 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



	
	
	

	
		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?




	
	

	
		New position






	

	
	
	
	
	
	
	
	
	
	
	

	
			23. What are the essential functions of this position?




	
	

	
		The essential duties all relate to on-going monitoring and reporting on PIHPs/CMHSPs compliance and performance. This entails analysis of various types of financial data and reports submitted by PIHPs/CMHSPs and some generated by various MDHHS units and making judgments about compliance with specific contract expectations. Also requires the ability to integrate information acquired through dialogue with Contractor staff, consumers/advocates, and other stakeholders. Duties also include monitoring, enforcing, and resolving disputes pertaining to contractual relationship that the state has with 46 local CMHSPs and 10 PIHPs (managed care) for the delivery of all public mental health services in the state. This position is responsible for contract monitoring, financial report summary and for resolving billing and service delivery dispute.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
			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 Contract and Quality Management Section is responsible for implementation, monitoring, and compliance of contracts between the MDHHS and PIHPs/CMHSPs in the state. The position reports directly to the Manager of Contract and Quality Management Section and will be responsible for managing a subset of the total contracts managed by this section.

The total value of the contracts managed by the section exceeds $3 billion dollars. These contracts provide the mechanism by which consumers in Michigan with severe mental illness or a significant developmental disabilities and children with SED receive appropriate treatment and support services. 







	

	
	
	
	
	
	
	
	
	
	
	

	
	
			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:



	
	
	
	

	
	
	
	
	
	
	

		Performs, on a regular basis, the principles and practices of research and analysis; the ability to analyze, synthesize, and evaluate a variety of data for use in program development and analysis; the ability to organize, evaluate, and present information effectively; the ability to learn and utilize computer processes; knowledge of the economic, social, political, and business conditions of the state; and the ability to analyze and assess operations from the standpoint of management and financial controls, systems, and procedures.
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.



	

	
	
	

	
		N/A



	

	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
		
	
	
	
	

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



	

	
	
	
	
	

	
		CANDACE EWING



	
		7/9/2024



	

	
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



