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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 Operations


	4. Civil Service Position Code Description
	10. Division

	DEPARTMENTAL ANALYST-E
	Third Party Liability

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

	Recovery Analyst
	Estate Recovery & Special Liability

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

	SEBOLT, RACHEL; STATE ADMINISTRATIVE MANAGER 15
	

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

	SMITH, MICHELLE; STATE DIVISION ADMINISTRATOR 17
	HYBRID: remote, 400 S. Pine, Capitol Commons, Lansing / Monday - Friday 8 - 5 pm




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		This position, in an entry through experienced level, is responsible for conducting research and analysis on medical and legal evidence necessary to effectively operate the Third Party Liability (TPL) Estate Recovery program and other special liability recovery efforts; preparing reports and correspondence seeking reimbursement of Medicaid expenditures from legally liable sources; designing, implementing, and maintaining computer-based data collections related to Estate Recovery and Specialty Liability recoveries, testing new TPL Electronic Database (TED) functions and providing enhancement recommendations; and developing and preparing recommendations on alternative State and departmental strategies to resolve issues regarding recovery actions. This position will also provide consultation to and coordinate the DHHS Estate Recovery program with multiple State and Federal agencies, as well as assist with the development of section protocols, reporting mechanisms, auditing methodology, and compliance measurements. 



	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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

	Research and analyze medical and legal evidence necessary to operate the Estate Recovery program and other special liability recovery efforts. Obtain, analyze, and evaluate legal documents and applications to determine proper actions.

	Individual tasks related to the duty:
	
	

	· Review requests from attorneys, insurance companies, providers, and beneficiaries for potential recovery of state and federal expenditures. 
· Work with attorneys, beneficiary family members, insurance representatives, medical providers, case workers and others in obtaining required information. 
· Conduct in-depth telephone interviews to determine facts, identify assets, and obtain information relating to exemptions and court cases. 
· Utilize on-line computer programs to retrieve pertinent records from Judicial Data Warehouse, LexisNexis, Register of Deeds and other sources to obtain data (proofs) needed to research assets and identify heirs for estate recovery cases and other subrogation cases. 
· Review applications for benefits, complaints, responses, deeds and other legal documents. 

	Duty 2

	General Summary:
	Percentage:
	20

	Design, implement and maintain computer based data collection, processing and reporting systems to analyze and maintain state and federal expenditure information related to Estate Recovery and special liability recoveries, including testing new TED database functions and providing enhancement recommendations.

	Individual tasks related to the duty:
	
	

	· Maintain documentation of claims included in lien, all notes (written and electronic), and keep updated progress notes on all assigned case files. 
· Record all recoveries on a claim in the division’s on-line system. 
· Record database problems. 
· Test new system functions. 
· Provide system enhancement recommendations. 

	Duty 3

	General Summary:
	Percentage:
	10

	Conduct research and analysis and prepare reports and correspondence related to potential recovery of state and federal expenditures from third party payers.

	Individual tasks related to the duty:
	
	

	· Conduct ongoing research and analysis of expenditure information to determine inclusion in subrogation claim including whether the expenditure was related to the injury for which the third party liability is being pursued. 
· Prepare paid claim reports. 
· Prepare correspondence and file statement of claim with courts, personal representatives, and attorneys. 
· Prepare correspondence and assert claim of lien with insurance companies, attorneys and others to establish and protect state and federal funds. 
· Review lien responses to determine whether further legal action is required to achieve recovery. 
· Work with attorneys, insurance companies, judges, family members and others to obtain recovery of expenditures. 
· Within assigned authority, negotiate recovery of expenditures based on all relevant factors such as value of settlement or assets.

	Duty 4

	General Summary:
	Percentage:
	10

	Develop and recommend alternative state and departmental strategies to address and resolve issues and problems regarding the Estate Recovery program and other special liability recovery efforts.

	Individual tasks related to the duty:
	
	

	· Interpret and maintain knowledge of applicable laws, related statutes, case law and legal opinions which govern course of action. 
· Develop and maintain knowledge of various Medicaid and other state operated health care services programs to ensure that state and federal laws and regulations regarding third party recovery are satisfied. 
· Answer inquiries regarding third party resources which require research outside of the program area including but not limited to: legislative inquiries, claims where exceptions were granted, and staff inquiries. 
· Respond to inquiries and complaints from recipients, employers and others relative to DHHS subrogation rights; respond to legal challenges from attorneys and insurance companies. 

	Duty 5

	General Summary:
	Percentage:
	10

	Provide consultation to and coordinate the DHHS Estate Recovery program with state and federal agencies including but not limited to: State of Michigan Attorney General, Department of Energy, Labor and Economic Growth, Medicare, and other Medicaid programs.

	Individual tasks related to the duty:
	
	

	· Provide continuous analysis and information regarding expenditure information. 
· Prepare summaries for cases referred to the Attorney General’s office for representation using knowledge of applicable state and federal laws and regulations, case law and department policy. 
· Prepare case summary for in-house medical staff to secure expert medical opinions regarding validity of claim/incident relatedness as needed. 
· Prepare and execute affidavits, answer subpoenas and discovery requests, and give depositions as directed. 
· Provide court testimony as required. 
· Notify DHHS eligibility specialist of litigation and settlements that can affect recipient eligibility for multiple social welfare programs. 
· Coordinate with DHHS to obtain eligibility case files as needed to process estate recovery cases.

	Duty 6

	General Summary:
	Percentage:
	10

	Perform other duties as assigned.

	Individual tasks related to the duty:
	
	

	· Provide research and analysis to support section activities. 
· Assist with development of new section initiatives. 
· Assist with development of protocol, reporting mechanisms, auditing methodology, and compliance measurements for the section and contractor work components. 
· Based on knowledge of department and program policies and procedure, recognize potential recipient or provider fraud and advise management









	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

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




	
	

		Independently analyzes and identifies recoverable state and federal expenditures from third party resources. Within authority, negotiation and settlement of DHHS subrogation lien. Management of caseload to ensure that statutes of limitations and other deadlines are met. Actions/decisions impact potential recovery of state and federal funds. 






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		Settlement negotiations above settlement authority. Decisions involving Medicaid policy issues.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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.




	
	

		General office setting.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			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?




	
	

	
		This position, in an entry through experienced level, is responsible for conducting research and analysis on medical and legal evidence necessary to effectively operate the estate recovery program and other recovery efforts; preparing reports and correspondence seeking reimbursement of Medicaid expenditures from legally liable sources; designing, implementing, and maintaining computer-based data collections related to Estate Recovery; testing new TED database functions and providing enhancement recommendations; and developing and preparing recommendations on alternative State and departmental strategies to resolve issues regarding recovery actions. This position will also provide consultation to and coordinate the DHHS estate recovery program with multiple State and federal agencies, as well as assist with the development of section protocols, reporting mechanisms, auditing methodology, and compliance measurements.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
			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?




	
	

	
		As required by state and federal laws and regulations conduct research and analysis, prepare reports and conduct correspondence to seek reimbursement of Medicaid expenditures from legally liable sources. This position is responsible for handling a large caseload of DHHS estate recovery and other subrogation cases.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			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 or, equivalent experience in a setting that applies to the function of this position.




	
	
	
	
	
	
	

		EXPERIENCE:



	
	
	
	
	

	
	
	
	
	
	
	

		Departmental Analyst 9 - No specific amount or type is required. Departmental Analyst 10 - One year of professional business and administrative experience. Departmental Analyst P11 - Two years of professional business and administrative experience, including one year of experience equivalent to the intermediate 10-level in state service.




	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		· Knowledge of rules, regulations, policies, procedures, precedents and terminology used in TPL. 
· Ability to interpret and apply complex laws, rules, and regulations. 
· Ability to communicate effectively. 
· Ability to review and analyze written material and documents. 
· Ability to compose letters, memos and reports. 
· Experience in a legal, insurance or medical setting is beneficial




	
	
	
	
	
	
	

		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.



	

	
		Rachel Sebolt



	
		May 6, 2026



	

	
	
	
	
	

	
		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.



	

	
	
	
	
	

	
		



	
		



	

	
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



