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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)

	
	Medicaid Policy and Health Systems Innovation

	4. Civil Service Position Code Description
	10. Division

	DEPARTMENTAL ANALYST-E
	Integrated Care 

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

	C Waiver Slot Analyst
	Waiver Monitoring and Federal Reporting

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

	Everhart, Karen E; STATE ADMINISTRATIVE MANAGER-1
	

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

	Seager, Matthew;  STATE DIVISION ADMINISTRATOR
	400 S Pine, Capitol Commons Bldg, Lansing / Monday - Friday, 8a - 5p




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		 The purpose of this position is to manage the MI Health Link 1915(c) waiver slots for the MI Health Link program using the 1915(c) Waiver Management Data Base System.  Under the direction of the section manager, this position will be responsible for determining whether program participants meet the requirements of the MI Health Link Home and Community Based Services (HCBS) c-waiver.  This position will also be responsible for verifying that a Nursing Facility Level of Care Determination (NFLOCD) has been completed timely and accurately for individuals seeking enrollment in the MI Health Link HCBS waiver and that all requirements have been met for an individual to be eligible for c-waiver services.  Under the guidance of the manager, this position will also assist in managing the Critical Incident Data Base for enrollees of the MI Health Link.  This includes monitoring reporting for timeliness and resolution of incidents by the Integrated Care Organizations (ICOs), as well as identifying and trending incidents. This position will participate in interdepartmental, health plan, and CMS meetings and conference calls as assigned by the section manager.



	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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:
	35

	Under management direction, monitor and manage slots for the MI Health Link 1915 c waiver to ensure that the enrollees’ needs cannot be met through other means.
Develop and initiate processes and procedures to:  
1. Ensure that the enrollee’s needs cannot be met with services other than those provided through the MI Health Link c-waiver. 
2. Ensure that a Nursing Facility Level of Care Determination (NFLOCD) has been completed for MI Health Link enrollees requesting c waiver services and that eligibility requriements have been met. 
3. Monitor and manage c-waiver slots.

	Individual tasks related to the duty:
	
	

	· Develop, revise, and follow processes and procedures to ensure appropriateness of c-waiver services for MI Health Link.
· Develop, revise, and follow processes and procedures to track allotted c-waiver slots per ICO.
· Work with the Policy/Waiver Specialist to ensure that enrollment is consistent with the approved waiver.
· Report status of enrollment to division/section leadership, as well as the policy/waiver Specialist on a regular basis.
· Work with the MI Health Link integrated care organizations and the assigned contract managers in managing waiver slots.

	Duty 2

	General Summary:
	Percentage:
	20

	Following existing guidance, ensure MI Health Link enrollees receiving services that require a nursing facility level of care (NFLOC) meet the established MDHHS criteria.

	Individual tasks related to the duty:
	
	

	· Ensure that a nursing facility level of care determination is completed for each person residing in a nursing home or seeking enrollment in the MI Health Link c waiver.
· Review ICO assessment data submitted for enrollees to determine services needed.
· Determine if enrollee needs can be met outside of the c-waiver.
· Review completed NFLOCD and supporting documentation to confirm Nursing Facility Level of Care has been met and take necessary actions in CHAMPS.
· Work with the NFLOC Policy Specialist and provide input for policy changes as necessary.

	Duty 3

	General Summary:
	Percentage:
	20

	Under management supervision, track and monitor critical incidents for MI Health Link Enrollees in the Critical Incident Reporting Database.
.

	Individual tasks related to the duty:
	
	

	· Develop, revise, and follow processes and procedures to track and monitor critical incidents that are reported by ICOs in the database.
· Develop, revise, and follow processes and procedures to monitor time frames from critical incident entry to closure.
· Work with the MI Health Link Policy/Waiver Specialist and Quality Staff to ensure that critical incidents are appropriately followed and reported to CMS as required. 
· Monitor the incidents submitted in the database to ensure that each incident is appropriately reported, investigated and closed in a timely manner.
· Trend the types of incidents reported by each ICO and for MI Health Link as a whole.
· Run reports as needed for monitoring.

	Duty 4

	General Summary:
	Percentage:
	20

	With management guidance, participate in interdepartmental meetings as assigned.

	Individual tasks related to the duty:
	
	

	· Represent MI Health Link in clinical and LOCD related meetings as appropriate. 
· Represent MI Health Link in Waiver Support Application (WSA) meetings.
· Participate on the Contract Management Team (CMT), including plan CMT calls and Operations Meetings as it relates to the MI Health Link C-waiver.
· Participate in other meetings as assigned.

	Duty 5

	General Summary:
	Percentage:
	5

	Other duties as assigned.

	Individual tasks related to the duty:
	
	

	









	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

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




	
	

		The review of application packets to determine appropriateness of assessments and supporting documentation to verify service needs for beneficiaries in the MI Health Link Program seeking long term care and/or home and community based services.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		· Decisions that would impact or require changes to the approved waivers or databases developed specifically for MI Health Link
· Decisions that impact other specialty areas and other state agencies.
· Decisions that would determine or change established agency or department directions, including decisions that are politically volatile or easily misinterpreted.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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.




	
	

		Majority of work is performed in an office setting with use of a personal computer.  Occasional travel to forums, trainings and/or ICOs.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			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?




	
	

	
		Managed prepared.






	

	
	
	
	
	
	
	
	
	
	
	

	
			23. What are the essential functions of this position?




	
	

	
		Manage and monitor the 1915(c) Waiver Data Base to ensure appropriate use of c-waiver services.   Manage and monitor the Critical Incident Reporting Data Base to ensure appropriate reporting, investigating and closure of required critical incidents.






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		Updated reporting structure.   






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		The Integrated Care Division and the Integrated Programs Management Section are responsible for development, management and oversight of the Medicaid integrated care programs, including the new MI Health Link and the established PACE program.  These areas have complete responsibility for developing and ultimately operating MI Health Link for people who are dually eligible for Medicare and Medicaid.  This new program is a high priority of CMS under the Affordable Care Act, and it is also a priority of the Governor and the Department of Community Health.  This position will have a significant role in supporting all of the activities that are required to develop a new program and the oversight performed by the person holding this position will help ensure enrollees receive the appropriate services and supports and that critical incidents are handled appropriately. This position will work closely with the C-waiver quality staff to ensure waiver requirements are met.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			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.
Special Position Requirement 
Must be a health care professional (i.e., Physician, Registered Nurse, Licensed Practical Nurse, Licensed Social Worker (BSW or MSW) or a Physician's Assistant.




	
	
	
	
	
	
	

		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:



	
	
	
	

	
	
	
	
	
	
	

		Knowledge of Medicaid and Medicare policies, procedures, and standards.
 
Knowledge of medical, pharmaceutical, and other health services, practices, and terminology.
 
Ability to analyze health records and assessments to determine appropriate services needed.
 
Ability to use a computer and available software to maintain records and prepare technical reports.
 
Ability to maintain confidentiality of information.                               




	
	
	
	
	
	
	

		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.



	

	
	
	
	
	

	
		NAUSHI SMITH



	
		5/7/2018



	

	
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



