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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 Care Management and Customer Service

	4. Civil Service Position Code Description
	10. Division

	Departmental Analyst-E
	Children's Special Health Care Services

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

	CSNF Analyst 
	Quality & Program Services

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

	BOYCE, CRAIG; STATE ADMINISTRATIVE MANAGER-1
	

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

	BARNETT, LONNIE D; STATE DIVISION ADMINISTRATOR
	Lansing, MI / M-F 8-5




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		This position is responsible for the coordination and the follow up of the Children with Special Needs (CSN) Fund applications. This position ensures proper and consistent implementation of the policies and procedures in all areas of the CSN Fund application. This position evaluates and analyzes relevant data to assist with decision making, propose recommendations, identify trends and budget forecasting. This position determines program eligibility based on established fund criteria and limits to ensure applicants meet the necessary requirements. This position also reviews and verifies CSHCS transportation invoices for accuracy while adhering to Division program policies, performs quality assurance, resolves discrepancies and recommends process improvement. Other responsibilities include program promotion, fund development, report preparation, quality improvement, and program monitoring.



	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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:
	45

	Administer the Children's with Special Needs (CSN) Fund, effectively interpret, communicate and answer complex inquiries. Assist in the developing and ongoing maintenance of CSN Fund policies and procedures.

	Individual tasks related to the duty:
	
	

	• Recommends changes to policies, procedures, and standards that support the Fund’s mission.
• Evaluates documentation and CSN Fund applications to verify program eligibility based on established fund criteria, limits and guidelines.
• Uses independent judgment in making decisions based on CSN policies.
• Conducts surveys that determine needs and assist in planning, implementing and evaluating programs and service.
• Serves as the statewide primary point of contact for external parties, vendors and local health departments. Provides guidance and support in a timely matter.
• Reviews, collects, maintains, tracks and accurately processes data to ensure submitted applications and corresponding documentation are complete and adhere to program policy.
• Manages and monitors ongoing requests by effectively communicating with appropriate parties providing families with information, resources and status updates until case completion.
• Facilitates vendor management, processes invoices, and assures equipment purchases are compliant with the procurement process.
• Delivers informative overview Fund presentations to various organizations that conveys the Fund’s process and guidelines.


	Duty 2

	General Summary:
	Percentage:
	20

	Monitor, evaluate, and track spending patterns of the CSN Fund including donor contributions. Compile reports for use by management and CSN Fund Advisory Committee used for tracking expenditures and determining annual spending allocations.

	Individual tasks related to the duty:
	
	

	· Recommend new or revised procedures and budgets relative to the CSN Fund.
· Monitor program expenditures and assure appropriate use of funds. 
· Research and track vendor pricing and make recommendations accordingly. Identify trends, track equipment costs and analyze historical information to assist with budget recommendations utilized by the advisory committee.
· Oversee donor management by coordinating the processing, acknowledgment, reconciliation and reporting of all physical and electronic donor transactions.



	Duty 3

	General Summary:
	Percentage:
	20

	Ensures overall quality of CSN Fund data, program/system monitoring and analysis of information for reporting.

	Individual tasks related to the duty:
	
	

	·Assist with system design, testing, modifications and upgrades; report issues to appropriate IT persons and identify process improvements.
· Prepare monthly, quarterly, yearly and ad hoc reports for use by management.
· Responsible for ensuring the integrity, accuracy, security and privacy of numerous electronic records including the CSN Fund database, spreadsheets and client files.
· Validate and reconcile records to ensure accurate and reliable reporting of data.


	Duty 4

	General Summary:
	Percentage:
	10

	Processes Non-Emergency Medical Transportation for enrolled beneficiaries related to travel and lodging for CSHCS in accordance to Bureau and Division policies. Responsible for reviewing, authorizing and processing of transportation invoices.


	Individual tasks related to the duty:
	
	

	· Provide technical assistance and acts a liaison regarding the interpretation of travel policies to include in-state and out-of-state travel.
· Collaborate with local health departments and accounting staff to resolve any discrepancies that are identified and take corrective action.
· Process invoices using multiple system, makes recommendations for process improvement and assists with data design, testing, modifications
and upgrades.
· Maintain a high-level understanding of Division and Bureau policies and keep apprised of changes that impact transportation, lodging and travel and make recommendations as needed.
· Review and verify invoices for completeness, accuracy and appropriate pre-approval by LHD CSHCS staff.



	Duty 5

	General Summary:
	Percentage:
	5

	Other duties as assigned.

	Individual tasks related to the duty:
	
	

	· Represent the Department and the Division in efforts to enhance the health of children and youth with special needs. 
· Maintain a family-centered approach when reviewing and implementing program policies, procedures, and standards.
· Attend and facilitate meetings as needed.
· Other tasks as assigned. 










	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

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




	
	

		Review, analyze, and evaluate documents (e.g. CSN Fund requests, travel invoices) to determine compliance with policies and guidelines and if requirements are met. Determine if a CSN Fund request requires input from the CSHCS Medical Consultants. Identify, recommend, and implement improvements to processes, systems and procedures. Answer inquiries from CSHCS and LHD staff, vendors, advocates, and parents pertaining to the CSN Fund program requirements. Handle sensitive and/or confidential information.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		Final documents and letters for Section Manager and Division Director. Decisions that require an exception to Division policy and/or procedure. Decisions that require a higher interpretation or clarification of Division, Bureau, Behavioral and Physical Health and Aging Services Administration, or Department of Health and Human Services policy or direction.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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.




	
	

		Computer entry, sitting, standing, stooping, kneeling, reaching, lifting, carrying, walking, and bending.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			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?




	
	

	
		All duties are essential.






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		new establishment.

The duties outlined in the new PD should show the increased complexity and scope of the position compared to when it was a Dept Tech. Here are a few examples:
Evaluates documentation and CSN Fund applications to verify program eligibility based on established fund criteria, limits and guidelines.
Uses independent judgment in making decisions based on CSN policies.
Conducts surveys that determine needs and assist in planning, implementing and evaluating programs and service.
Delivers informative overview Fund presentations to various organizations that conveys the Fund’s process and guidelines.

Additionally, the analyst is now responsible for:
System design, testing, modifications and upgrades; report issues to appropriate IT persons and identify process improvements.
Prepare monthly, quarterly, yearly and ad hoc reports for use by management.
Under the Tech PD the employee did not make independent decisions, did not evaluate for program eligibility, did not do anything related to program evaluation, did not provide presentations to organizations or stakeholders, was not involved in system design or testing, and was not responsible for preparing monthly management reports.







	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		The Division is responsible for implementation and ongoing activities related to the medical care received by children on the Children's Special Health care Services Program. This position is responsible for the coordination of the Children with Special Needs (CSN) Fund applications and inquiries, which is administered within the Division.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			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.

Alternate Education and Experience

Departmental Analyst 9 - 12
Educational level typically acquired through completion of high school and the equivalent of at least two years of full-time active-duty experience at or above the E-6 level in the uniformed services may be substituted for the education requirement.




	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		Knowledge of terminology and subject matter in the area of work. Knowledge and skill in coordinating and implementing a strategic planning process. Ability to organize, evaluate, and present information effectively and concisely both verbally and in writing, to initiate a project and follow through to completion, to interact appropriately and effectively with people from variety of backgrounds, to participate as a team member and build team identity and success, to accept direction and incorporate constructive criticisms into projects, to prepare complex written reports, to deal with complex multi-faceted issues, to gather information from multiple sources and incorporate into a project, deal with stress in the workplace and remain productive and focused, effectively manage time.
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.



	

	
	
	

	
		none



	

	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
		
	
	
	
	

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



	

	
	
	
	
	

	
		WHITNEY HENGESBACH



	
		11/21/2024



	

	
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



