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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-DPT OF HUMAN SVC CNTL OF

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

	
	Bureau of Budget 

	4. Civil Service Position Code Description
	10. Division

	Departmental Analyst-E
	Operations & Strategic Support Division

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

	Grants Management Analyst
	Financial Strategy and Support

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

	GRIFFITHS, DENA S; STATE ADMINISTRATIVE MANAGER-1
	

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

	KALICH, RENEE A; STATE OFFICE ADMINISTRATOR
	235 S. Grand Ave, Lansing, MI 48933 / Monday - Friday  8:00 a.m. - 5:00 p.m.




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		The Grant Administration Analyst supports the administration and monitoring of assigned grant programs by applying established policies, procedures, and regulatory requirements to ensure compliance with state and federal rules, legislative intent, and departmental guidance. The position reviews grant applications and budgets, tracks performance and expenditures, assists with required reporting, and supports grant closeout and documentation. The role collaborates with internal and external partners to resolve routine issues, maintain accurate records, and contribute to process improvements and data collection efforts. 



	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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:
	60

	Grant Administration

	Individual tasks related to the duty:
	
	

	· Assist in the preparation and submission of grant applications, ensuring accuracy and compliance with all relevant regulations. Handles routine and moderately complex grants with established program guidelines, standard fiscal and performance reporting expectations, and clearly defined administrative processes.
· Oversee the administration of awarded grants, including monitoring compliance with grant terms, tracking expenditures, and preparing required reports.
· Serve as a liaison between various stakeholders involved in grant-funded projects to support communication and coordination of grant-funded activities. 
· Participate in the evaluation of grant-funded projects and assist with the closeout process, ensuring that all requirements have been met and documenting outcomes.

	Duty 2

	General Summary:
	Percentage:
	20

	Process Support and Documentation

	Individual tasks related to the duty:
	
	

	· Supports the documentation and standardization of grant workflows and standard operating procedures to improve operational consistency across programs. 
· Updates internal tracking of program metrics and prepares routine summaries for leadership review.
· Identifies areas for improvement and proposes suggestions for process updates.



	Duty 3

	General Summary:
	Percentage:
	20

	Stakeholder Coordination and Operational Support

	Individual tasks related to the duty:
	
	

	· Communicates with internal and external stakeholders, including grantees, program areas, and procurement staff, to relay information and support routine operations. 
· Provides guidance on grant application procedures, reporting requirements, and compliance expectations within established policies. 
· Maintains internal tracking systems for stakeholder communications and operational issue resolution, escalating items according to established protocols. 
· Responds to standard inquiries from grantees and program staff, escalating complex or high-priority issues.









	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

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




	
	

		In this position, independent decisions are made concerning the prioritization of work activities to align with department goals and the processing of requests for the issuance of grant agreements within the Financial Strategy and Support Division. These decisions are instrumental in ensuring that grant funding initiatives align with strategic objectives. The inability to award grant agreements timely can result in departmental inefficiencies, underlining the importance of sound judgment in this role. Additionally, the position is entrusted with the responsibility of developing new project initiatives, including crafting statements of work for grant funding opportunities. The decisions made in this capacity have broad-reaching impacts, affecting all citizens served by MDHHS programs. The manner in which these responsibilities are executed reflects the overall efficacy and integrity of the department's efforts to support the community.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		Issues that may be politically sensitive.
Issues that depart from Department of Health and Human Services policy.
 Issues that remain unresolved over an extended period of time.
Issues that have unusual or extenuating circumstances.








	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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.




	
	

		Normal office environment with occasional travel required.  A normal workday consists of long periods of sitting with the majority of time spent working with a computer.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			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?




	
	

	
		The Grant Administration Analyst supports the administration and monitoring of assigned grant programs by applying established policies, procedures, and regulatory requirements to ensure compliance with state and federal rules, legislative intent, and departmental guidance. The position reviews grant applications and budgets, tracks performance and expenditures, assists with required reporting, and supports grant closeout and documentation. The role collaborates with internal and external partners to resolve routine issues, maintain accurate records, and contribute to process improvements and data collection efforts. 






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		The Financial Strategy and Support Division (FSSD) within the Financial Operations Administration provides strategic financial analysis, program monitoring, and performance oversight to ensure resources are used effectively and in alignment with departmental priorities. The division plays a key role in navigating complex financial requirements, supporting innovative funding strategies, and ensuring compliance with legislative intent and regulatory requirements.
The Grant Administration Analyst position directly supports this mission by serving as a central resource for the full lifecycle of grant management. The position ensures that grants are developed, executed, monitored, and closed out in compliance with federal and state regulations, departmental policy, and legislative directives. In addition to managing individual grant agreements, the position contributes to process improvement, standardization, and policy interpretation, strengthening the division’s capacity to manage funding strategically and transparently. By liaising with internal and external stakeholders, documenting best practices, and supporting leadership with legislative analysis, the position provides both operational execution and strategic alignment.
In this way, the Grant Administration Analyst ensures that FSSD can not only manage grants efficiently but also leverage them as tools to advance MDHHS priorities, maximize resources, and improve outcomes for Michigan residents.








	

	
	
	
	
	
	
	
	
	
	
	

	
	
			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:



	
	
	
	

	
	
	
	
	
	
	

		As listed on the Civil Service Job Specification, in addition to:
Excellent writing skills.          
Attention to detail.
Ability to communicate effectively and maintain stakeholder relationships.
Ability to coordinate work and determine priorities.
Ability to work under pressure and meet deadlines.
Knowledge of departmental and administrative rules, regulations, policies and procedures.
Ability to analyze and interpret laws, rules, policies and procedures. 
Knowledge of the State of Michigan’s legislative process and budget development and implementation process. 
Understanding of the functions and interrelationships between the Executive, Legislative, and Judicial branches of state government.
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.



	

	
	
	
	
	

	
		HILLARY PLATTE



	
		11/20/2025



	

	
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



