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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

	
	DOC-CORRECTN CENTRAL OFFICE

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

	
	Bureau of Health Care

	4. Civil Service Position Code Description
	10. Division

	DEPARTMENTAL SPECIALIST-3
	Central Office Health Care

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

	Administrative Assistant
	

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

	SHERRY, MARTI KAY; SENIOR MANAGEMENT EXECUTIVE
	

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

	BUSH, JEREMY I; SENIOR DEPUTY DIRECTOR
	Central Office / Grand View Plaza, Lansing MI / Days may vary, 40 hour work week




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		This employee serves as an administrative assistant to the Department's Health Service Administrator (HSA).  This position predominately and essentially functions to advise and assist the HSA in all areas for which they are responsible. This position reports directly to the HSA in a staff capacity and is typically involved in program/project planning, policy and procedures development, performance improvement, data analysis, reporting, and is otherwise, assisting in all areas of the HSA’s responsibilities.






	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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

	Administrative Assistant to the Health Services Administrator



	Individual tasks related to the duty:
	
	

	· Collaborates with Bureau of Health Care staff to identify areas for improvement.
· Compiles monthly report and other reports/documents related to operational changes implemented as indicated from information shared by the Chief Medical Officer (CMO), and BHCS leadership.
· Compiles, tracks, and analyzes statistical data and reports.
· Assists in reviewing BHCS budgets and spending plan requests.
· Promote performance improvement, analyzes all reports, identifying problems and best practices.
· Attends Quality Improvement Meetings as part of the BHCS Leadership Team.
· Analyzes and presents quality issues identified in various areas of the BHCS.
· Collaborates with QI Team to identify needed operational changes and develop strategy for implementation. 
· Represent HSA at various meetings as a health care team member
· Attends and chairs meetings.  
· Attends mandatory and other related training.
· Backup to HSA for procurement and document approval.
·  Performs other duties as assigned.




	Duty 2

	General Summary:
	Percentage:
	35

	Complete Special Assignments and projects related to all facets of BHCS.



	Individual tasks related to the duty:
	
	

	· Assist in the management of large-scale projects for BHCS. This can include helping with health record projects, procurement projects, and management of data sharing agreements.
· Leads new projects including facilitation of meetings, collaborating with various staff, etc.
· Assist in the preparation of presentation, gathering data, drafting slides, reviewing data related to meetings, sharing information from meetings with HSA, etc.
· Compiles monthly report data from clinics identifying trends and outliers.
· Maintains the standard staffing model template updating monthly information as appropriate.
· Collaborates with other health care staff to recommend operational changes based on identified problems. 
· Performs data analysis and trends related to service delivery, staffing vacancies, utilization, mental health, and substance abuse.
· Develop programmatic audit tools related to the health care contracts, BHCS staffing and potential BHCS budget issues.
·  Maintains health care contract reports and reviews data to ensure contractual issues are addressed.

	Duty 3

	General Summary:
	Percentage:
	5

	Other duties as assigned.

	Individual tasks related to the duty:
	
	

	Other duties as assigned









	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

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




	
	

		Decisions based on individual knowledge of department policy, procedure, and practice.







	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		Those having a significant legal or financial impact.







	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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 works outside of the secure facility of a prison, but could go into all facilities which includes level V, IV, II, and I.  Considerable travel time may be necessary in order to visit facilities outside of the Lansing area.  The person must be able to sit and stand for 1-2 hours at a time, carry up to 20 pounds, and climb up and down stairs.  He/she must have the ability to sit at a computer and type for 2-3 hours at a time.  







	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			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?




	
	

	
		As administrative assistant to the Bureau of Health Services Administrator the position will review, research and analyze information in order to advise and assist the health Services Administrator in all areas for which they are responsible. 







	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		Updating duties 1 and 2 to ensure they are accurate,  overall minor changes as position still functions as the administrative assistant






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		This person is a part of the BHCS Management Team, working with the Health Services Administrator and other health care leadership.







	

	
	
	
	
	
	
	
	
	
	
	

	
	
			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 Specialist 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.
Preferred Experience,
Four years of professional experience 
Prefer: 1 year of professional experience in health care operations.




	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		Ability to interact with people.
Ability to develop and manipulate spreadsheets, and powerpoint presentations
Ability to plan, direct, and coordinate programs.
Healthcare knowledge is preferred.







	
	
	
	
	
	
	

		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.



	

	
	
	

	
		n/a



	

	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
		
	
	
	
	

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



	

	
	
	
	
	

	
		PAUL DEAN



	
		7/26/2022



	

	
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



