	
	
	
		
	
	
		State of Michigan
Civil Service Commission



	
	
	
			Position Code



	

	
	

		1. DEPTALTEO27Y







	
		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-DPT OF HUMAN SVC CNTL OF

	3. Employee Identification Number
	9. Bureau (Institution, Board, or Commission)

	
	Children's Services Agency

	4. Civil Service Position Code Description
	10. Division

	Departmental Analyst-E
	Division of Child Welfare Licensing

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

	Background Check Analyst
	Lansing, MI

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

	MALTBY, KELLY M; DEPARTMENTAL MANAGER-2
	

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

	LAPOINTE, ASHLEIGH; STATE DIVISION ADMINISTRATOR
	 / Monday-Friday, 8am to 5pm




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		At the entry level, the background check analyst will be responsible for overseeing the processing and analysis of background clearances for foster care/adoptive applicants and child caring organization staff.  This position will also provide consultation and assistance to child caring organizations regarding the background check process. The background check analyst will also review and analyze Children’s Protective Services records for child caring institution staff and determine their eligibility to work in a licensed child caring institution.



	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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

	Obtain fingerprint-based criminal records, evaluate and analyze documents to determine appropriate course of action during licensure, adoption and staff hiring process.    

	Individual tasks related to the duty:
	
	

	· Analyze, interpret and oversee the processing of fingerprint-based criminal history records from the Michigan State Police (MSP) and Federal Bureau of Investigation (FBI) for the purpose of assessing prospective foster and adoptive parents, and child caring organization staff.
· Oversee the Security Awareness Training program and determine which MDHHS and child placing agency staff may have access to Criminal History Record Information (CHRI) based on their training records.
· Identify and interpret intent of statutory convictions relating to administrative rules regarding Good Moral Character
· Assess conviction documents from local, county, state, and federal courts and determine whether they are valid and whether they are a Good Moral Character offense.
· Review and evaluate criminal documents to assure compliance with statutory requirements.
· Review daily arrest reports and central registry perpetrator match results on licensed foster parents and child caring organization staff and provide notification to child caring organizations.
· Ensure tracking system on fingerprint-based criminal records dissemination complies with state and federal requirements.
· Escalate concerns or non-routine licensure documents/issues to the senior fingerprint analyst for further review and determination.

	Duty 2

	General Summary:
	Percentage:
	40

	Review and assess Children’s Protective Services' records for foster home applicants and child caring organization staff. 

	Individual tasks related to the duty:
	
	

	· Review, analyze and interpret Children’s Protective Services (CPS) reports and records for foster home applicants and child caring organization staff.
· Analyze CPS reports to determine whether a confirmed CPS case should be a barrier to the individual working in a child caring organization.
· Facilitate the administrative review process for individuals requesting reconsideration of the decision to exclude the individual from working in a licensed child caring institution.
·  Compile documents for the division’s administrative review process.

	Duty 3

	General Summary:
	Percentage:
	15

	Provide consultation and assistance to child placing agencies and child caring organizations.   

	Individual tasks related to the duty:
	
	

	· Provide regular and ongoing consultation and assistance to field staff and administrators in facilities and agencies related to fingerprint and clearance requirements. 
· Participate in monthly conference calls to provide clarification to procedures, guidelines, and updates to changes in processes or documents.
· Draft and disseminate communication notices on updates or changes to licensing requirements, policies, and procedures.
· Maintain email boxes and respond to licensing inquiries and questions. Provide documents or reference materials and escalate inquiries and questions to senior experts or management for further assistance. 
· Assist with the creation of tracking tools and methods for the dissemination log and develop database queries and spreadsheets for the dissemination of materials.
·  Attend and participate in committees and workgroups that involve and affect child placing agency and child caring licensing processes and requirements.

	Duty 4

	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. 




	
	

		This position must be able to use information related to statute, licensing rules, policy, and federal requirements to make appropriate decisions related to fingerprint and other clearance requirements.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		Decisions regarding certain types of clearance results, statute changes, etc. must be discussed with manager and director. Administrative review decisions for child caring institution staff must be made by the division’s management team.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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 will be required to work independently, to use office technology.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			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?




	
	

	
		At the entry level, fingerprint analyst will be responsible for the processing/review of routine licensure of foster care/adoptive applicants and child  caring organization staff. This position will also provide consultation and assistance to child caring organization staff and complete special projects for the division.






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		New






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		The Division of Child Welfare Licensing/Investigation and Disciplinary Action is responsible for the licensing and regulation of children’s facilities in Michigan, serving children who are developmentally disabled, mentally ill, abused, neglected and delinquent.  The primary responsibility of this position is to evaluate criminal history and child protection case history for licensure and employment under the Child Care Organizations Act.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			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:



	
	
	
	

	
	
	
	
	
	
	

		As noted in the Civil Service 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.



	

	
	
	

	
		None



	

	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
		
	
	
	
	

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



	

	
	
	
	
	

	
		LORA ADEE



	
		8/2/2022



	

	
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



