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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)

	
	Children’s Coordinated of Health Policy and Supports

	4. Civil Service Position Code Description
	10. Division

	Departmental Manager-3
	Children’s Coordinated of Health Policy and Supports

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

	Crisis Services and Site Review Manager
	

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

	KURDUNOWICZ, PHILLIP; STATE DIVISION ADMINISTRATOR
	Children’s Crisis Services and HCBS Site Review 

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

	NEITMAN, PATRICIA L; STATE BUREAU ADMINISTRATOR
	Lansing, MI / Monday - Friday; 8am to 5pm




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		This individual is the unit supervisor in the Children’s Crisis Services and HCBS Site Review Unit. The unit supervisor is responsible for: 1) Providing supervision and oversight of staff and contractors within the Children’s Crisis Services and HCBS Site Review Unit; (2) Participating in and provide management support for site review meetings and related activities facilitated by unit staff and contractors and facilitate meetings as required.  3) Overseeing the collection and aggregation of crisis data and site review records.  4) Working with the Division Director on developing and implementing policies and best practices for the delivery of crisis services to children.



	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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:
	30

	Providing supervision and oversight of staff and contractors within the Children’s Crisis Services and HCBS Site Review Unit. 

	Individual tasks related to the duty:
	
	

	· Plan, organize, and direct the work of staff and contractors in the development of crisis services and completion of site review activities, and the child serving systems partners and providers working with them.
· Work closely with staff in Health Services, PIHPs, CMHSPs, and CMHA, on planning for and conducting site reviews and related compliance activities. 
· Engage in meetings with CMHSP, PIHP and local provider staff to provide ongoing support for children, youth, and families who are involved in the site review process.
· Incorporate family-driven, youth-guided principles into the development of crisis services and site review process.
· Provide ongoing performance feedback and professional development for assigned staff and contractors.
· Secure training and other resources to further enhance the skills and knowledge for unit staff and contractors.
· Evaluate staff and contractor performance on a regular basis and implement tools and evaluation results to strengthen performance and skills. 

	Duty 2

	General Summary:
	Percentage:
	40

	Participating in and provide management support for site review meetings and related activities facilitated by unit staff and contractors and facilitate meetings as required.  

	Individual tasks related to the duty:
	
	

	· Review site review information for each PIHP and prepare for the site review cycle for each PIHP;. 
· Work closely with the management in Health Services to coordinate a schedule for site reviews for each PIHP. 
· Coordinate and lead site review meetings and communications with unit staff, contractors, and partners in Health Services.
· Provide guidance based on established protocols for the site review process to other MDHHS staff, contractors, PIHPs, and CMHSPs .
· Work with other divisions within the bureau and other areas within the department to coordinate subject matter expert input and participation when needed and appropriate. 
· Monitor and identify patterns and themes in site review findings for PIHPs and CMHSPs and utilize this information for discussion and education with bureau staff and contractors within the department and with community partners. 


	Duty 3

	General Summary:
	Percentage:
	10

	Overseeing the collection and aggregation of crisis data and site review records. 

	Individual tasks related to the duty:
	
	

	· Provide direct oversight to unit staff and contractors responsible for the collection and aggregation of all data and records;. 
· Maintain and update written protocols, and establish new protocols, for data collection and aggregation.  
· Maintain oversight and distribution of the monthly site review data as required. 
· Solicit input and feedback from bureau and department leadership on the site review data, and implement as necessary into the monthly data reports. 
· Monitor trends and patterns on an ongoing basis, provided insight to division and bureau staff and leadership on clinical trends.




	Duty 4

	General Summary:
	Percentage:
	20

	Working with the Division Director on developing and implementing policies and best practices for the delivery of crisis services to children. 

	Individual tasks related to the duty:
	
	

	· Based on participation in unit meetings, collection and aggregation of data, and the oversight of unit staff and contractors, provide input and participation into the development and expansion of crisis services. 
· Work on expansion of technical assistance to CMHSPs and PIHPs, including their contracted providers. 
· Engage in development and writing of written policies and best practices to support reimbursement and oversight of crisis services. 
· Utilize information gathered to update written policies and best practices as needed.
· Utilize crisis data to inform policies and recommendations for expansion.












	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

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




	
	

		Decisions related to site review operations are made independently.  Evaluation of assigned staff performance and resulting decisions are made independently.  Decisions relative to drafting of site review and other unit protocols are made independently. 






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		Decisions as they relate to policy and procedures, rules and regulations require a supervisor's review. 






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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.




	
	

		Standing, sitting, traveling to different work sites, actively working with patients, as well as, the ability to assist in a behavioral emergency.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			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.




	
	
	

		

		NAME
	CLASS TITLE
	NAME
	CLASS TITLE

	
	DEPARTMENTAL SPECIALIST-2 13
	
	DEPARTMENTAL ANALYST-A 12







	
	
	

		Additional Subordinates



	

	
	
	

	
		



	



	

	
	
	
	
	
	
	
	
	
	
	

	
			20. This position's responsibilities for the above-listed employees includes the following (check as many as apply):




	
	
	
	
	
	
	
	
	

	
		Y



	
		Complete and sign service ratings.



	
		Y



	
		Assign work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
		Y



	
		Provide formal written counseling.



	
		Y



	
		Approve work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
		Y



	
	
	

	
		Y



	
		Approve leave requests.



	
	
	
		Review work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
		Y



	
		Approve time and attendance.



	
		Y



	
		Provide guidance on work methods.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
		Y



	
		Orally reprimand.



	
		Y



	
		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?




	
	

	
		1) Providing supervision and oversight of staff and contractors within the Children’s Crisis Services and HCBS Site Review Unit. 
2) Managing site review meetings and related activities facilitated by unit staff and contractors and facilitate meetings as required.  
3) Overseeing the collection and aggregation of crisis data and site review records. 
4) Developing and implementing policies and best practices for the delivery of crisis services to children.









	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
			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 Children’s Crisis Services and HCBS Site Review Unit is responsible for administering the site review process for Michigan's two 1915(c) children’s waivers and overseeing the development and implementation of policy and programs for children’s crisis services. This includes collecting and reviewing information from PIHPs and CMHSPs related to site reviews, identifying areas for remediation, and initiating and overseeing corrective action plans for identified areas of remediation. This also includes developing policy, certifying providers, and providing training and technical assistance for children’s crisis services. This position is the unit manager.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			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.
Preferred: Possession of a bachelor’s degree or higher in a human services field.




	
	
	
	
	
	
	

		EXPERIENCE:



	
	
	
	
	

	
	
	
	
	
	
	

		Departmental Manager 13 - 15
Four years of professional experience, including two years equivalent to the experienced (P11) level or one year equivalent to the advanced (12) level.




	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		As listed on the Civil Service job specification. In addition:
· Some knowledge of health care coverage including the Medicaid program and commercial coverage.
· Knowledge and understanding of the delivery of behavioral health services to children, youth, and families.
· Demonstrated ability to critically analyze and resolve problems.
· Sound written and verbal communication skills.
· Demonstrated ability to deliver trainings to staff and external partners
· Ability to write procedural manuals and develop resource materials.
· Demonstrated knowledge of training and supervisory techniques.
· Ability to instruct, direct, and evaluate employees.
· Ability to identify and solve administrative problems.
· Ability to initiate and direct research.
· Ability to deal tactfully with others.
· Ability to maintain records, prepare reports, and compose correspondence.
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:



	
	
	

	
	
	
	
	
	
	

		




		




	
	
	
	
	
	
	

	
		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.



	

	
	
	

	
		N/A



	

	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
		
	
	
	
	

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



	

	
	
	
	
	

	
		



	
		8/15/2025



	

	
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



