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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 Aging, Community Living, and Supports

	4. Civil Service Position Code Description
	10. Division

	DEPARTMENTAL ANALYST-E
	Aging and Community Services Division


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

	CTS Analyst
	Home and Community Based Services

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

	HEATHER HILL; STATE ADMINISTRATIVE MANAGER-1
	

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

	KRISTINA LEONARDI; STATE DIVISION ADMINISTRATOR
	Remote or Hybrid; 400 S. Pine, Capitol Commons Lansing, MI / Monday - Friday 8 – 5, flexible




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		This position carries out a range of research, analysis, and evaluation assignments in support of the MI Choice waiver and Community Transition Services (CTS) program efforts.  This position participates in activities involving managing data collection and analysis for these programs, including compiling, reviewing, and monitoring statistical and other programmatic data.  This position is responsible for developing forms used by MI Choice waiver agencies and Centers for Independent Living (CIL’s) related to the MI Choice and CTS programs.  This position prepares and edits reports and publications regarding MI Choice and CTS program statistics and develops and conducts (either alone or with other team members) training seminars for staff, MI Choice waiver agencies, CIL’s, and other stakeholders to facilitate program improvements.  This position also provides data and analysis of that data to the division as needed to assist with projecting future long-term care costs.  



	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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

	Assist assigned CTS Providers with properly processing CTS claims.  Assure all claims for services meet service definitions, are properly authorized, and are for approved beneficiaries of CTS. Assure data integrity for CTS claims.

	Individual tasks related to the duty:
	
	

	· Review and analyze CTS expenditure reports or claims to assure expenditures align with program policy.
· Review case records to authorize CTS services according to the approved 1915(i) State Plan Amendment.
· Provide technical assistance to Transition Agencies as needed to enhance the quality and integrity of CTS expenditures.
· Monitor contractor expenditures to established budget and begin contract amendment process as needed to assure adequate funding for CTS activities.
· Participate in provider monitoring activities as needed.

	Duty 2

	General Summary:
	Percentage:
	25

	Manage data collection, analysis, and reporting in support of the MI Choice and CTS programs, including participating in activities involving data tracking and analysis for the programs.  Compile, review, and monitor statistical and other programmatic data.  Present this data and analysis to stakeholders as requested.

	Individual tasks related to the duty:
	
	

	· Research, collect, consolidate, analyze and maintain data necessary to meet program reporting, evaluation requirements and goals of the program
· Perform statistical analysis 
· Develop queries for data systems to facilitate use of data for program administration and enhancement
· Prepare technical reports, spreadsheets, tables, and graphs regarding program reports
· Assure quality of data and identify systemic issues that require resolution
· Monitor progress and quality improvements activities
· Monitor compliance with regulatory requirements
· Work with waiver agencies and CIL’s to resolve issues that affect financial reimbursement and ability to provide services to participants
· Create and maintain databases to track program initiatives and outcomes.
· Prepare and present data to stakeholders

	Duty 3

	General Summary:
	Percentage:
	20

	Develop and implement data collection methods including spreadsheets, access databases, written forms, and others used by MI Choice waiver agencies and CILs related to the MI Choice and CTS programs and the need for data collection.  Work with information technology employees and contractors to develop methods to collect and report data electronically. Prepare and edit reports and publications regarding MI Choice and CTS program statistics.

	Individual tasks related to the duty:
	
	

	· Develop electronic and written forms as needed to collect and analyze program data.
· Work with other staff to assure comprehensiveness of data collected.
· Design and implement methods for program review, evaluation, and data consistency
· Analyze ongoing program operations and recommend modifications of policies, procedures, and data collection to achieve greater efficiency and effectiveness
· Attend monthly Waiver Director and Centers for Independent Living meetings to present and analyze program data
· Perform research, and analysis related to program performance, and report the data in formats easily read and understood by stakeholders
· Provide technical assistance for end users to complete and process applications, work plans and budgets.  
· Develop instructions for approving and completing reports
· Prepare reports and publications for data related to the MI Choice and NFT programs, as requested by the supervisor and NFT Project Director.
· Assure periodic updates of reports
· Work with IT staff to develop electronic data collection methods

	Duty 4

	General Summary:
	Percentage:
	10

	Work with the other team members, section staff, or stakeholders to develop and conduct training seminars for staff, MI Choice waiver agencies, CILs, and others to facilitate program improvements.

	Individual tasks related to the duty:
	
	

	· Assist with compiling and reporting data obtained from MI Choice and NFT Quality Management Plans
· Assist with identifying training needs for staff, waiver agencies, and CILs
· Develop training materials using publishing, graphics, word-processing, and other software
· Conduct training related to proper program data submission, retention, and reporting as needed

	Duty 5

	General Summary:
	Percentage:
	5

	Other duties as assigned

	Individual tasks related to the duty:
	
	

	Varies based upon the needs of the Section and Unit.









	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

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




	
	

		Review and approval of CTS expenditures
Development of reporting methods
Development of queries to report data
Development and use of reporting formats
Proposing program changes to facilitate efficiencies and improvements
Preparing program reports, as well as selection of the included materials
Organizing and prioritizing work on a daily basis
These decisions will affect how program data is reported and may affect how MDHHS uses the data.  Historically, MI Choice and CTS data have affected the amount of funding awarded to MDHHS to implement the MI Choice program.  These decisions may also affect management decisions regarding required program improvements and enhancements.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		On all matters for which policy is unclear or does not exist, in addition of those which are sensitive or confidential 
Changing procedures that would impact the Section
Decisions that may adversely affect the Department
Situations that represent deviations from Departmental practices, standards, or written policies
Issues that are politically sensitive, and when the legislative intent is unclear or conflicts with executive directions
Unusual external request
Decisions about responses to the media






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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.




	
	

		Physical effort and environmental conditions are consistent with that of a normal office building environment open to the public.  A significant amount of time is spent using computer and telephone systems that require sitting for prolonged periods.  Lengthy meetings, daily interactions with staff and others, and travel within the state






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			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?




	
	

	
		Management prepared






	

	
	
	
	
	
	
	
	
	
	
	

	
			23. What are the essential functions of this position?




	
	

	
		The essential duties of this position are to authorized CTS expenditures for assigned transition agencies, and to collect, maintain, analyze, report, and assure the accuracy of program data.  This position is responsible for reporting data to the Federal and State Government, as well as internal and external stakeholders.  Accurate funding for programs managed by this section is directly related to accurate data reporting. 






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
			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 HCBS Section manages the operations of the MI Choice Waiver, Community Transition Services, and Brain Injury Services programs. This position works closely with CTS expenditures, but also collects, maintains, analyzes, reports, and assures the accuracy of all program data for the section.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			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 9
No specific type or amount is required.

Departmental Analyst 10
One year of professional experience.

Departmental Analyst P11
Two years of professional experience, including one year of experience equivalent to the intermediate (10) level in state service.




	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		Demonstrate ability to plan, manage, and implement all facets of evaluation and data management projects.
Quantitative and qualitative research, evaluation, and analysis skills, including research methodologies. 
Knowledge of Medicaid, nursing facilities, home and community-based services, and services to the elderly and individuals with disabilities 
Ability to design and conduct data collection arid research systems and statistical analysis plans. 
Proficiency with Excel, Access and state databases including statistical software. 
Strong communication and writing skills with a demonstrated ability to synthesize findings into reports for diverse audiences. 
Ability to work independently with minimal supervision and also as part of a team. 
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.



	

	
	
	

	
		n/a



	

	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
		
	
	
	
	

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



	

	
	
	
	
	

	
		WHITNEY HENGESBACH



	
		8/26/2021



	

	
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



