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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)

	
	

	4. Civil Service Position Code Description
	10. Division

	STATE ADMINISTRATIVE MANAGER-1
	Office of Recipient Rights (ORR)

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

	Director of Hospitals/Community Investigations
	Hospitals/Community Investigations

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

	POSTEMA, RAYMIE L; STATE OFFICE ADMINISTRATOR
	

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

	HERTEL, ELIZABETH A; DIRECTOR
	Lansing, MI / 8am –5 pm (Variable as needed)




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		This position is responsible for directing and supervising all rights staff conducting investigations taking place in MDHHS Psychiatric Hospitals and required investigations taking place in the community. In addition, this position is responsible for providing expert technical assistance and consultation to rights staff, hospital/center staff, consumers, family members and interested others related to rights and the Recipient Rights Process.



	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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:
	50

	Direct all investigations in all MDHHS Psychiatric Hospitals as required by law to ensure overall uniformity and high quality of rights protection.

	Individual tasks related to the duty:
	
	

	· Directly supervise the work performance of MDHHS Recipient Rights Staff.
· Assure all MDHHS Rights Staff are deployed and utilized in the State’s Psychiatric Hospitals and in the community as necessary to effectively provide quality rights protection
· Coordinate and participate in the hiring of vacant positions of rights staff
· Review prepared reports for compliance with code, rules, and policy
· Review cases not open for formal investigation to ensure appropriate handling per MDHHS and ORR policy and procedure.
· Monitor data entry and collection for timeliness, to assure data is being reported as required, to ensure responses to reports of investigative findings and observe for patterns related to complaints generated that may need Rights intervention ensure that right staff received needed equipment or support to perform their tasks, including specialized training.

	Duty 2

	General Summary:
	Percentage:
	20

	Direct all investigations in all Community Mental Health Service Programs (CMHSPs) and Licensed Private Hospitals (LPH/Us) as required by law to ensure overall uniformity and high quality of rights protection


	Individual tasks related to the duty:
	
	

	· Ensure a proper statutory investigation is conducted when requested by the Director of MDHHS, the State’s Appeals Committee, and the CMHSP’s Board of Directors
· Directly supervise the work performance of MDHHS Recipient Rights Staff
· Assure all MDHHS Rights Staff are deployed and utilize In the Community as necessary to effectively provide quality rights protection
· Review prepared reports for compliance with code, rules, and policy
· Review cases not open for formal investigation to ensure appropriate handling per MDHHS and ORR policy and Procedure
· Review Plans of Correction which have been established due to an investigation conducted in a Community Setting and Monitor their implementation
· Monitor data to ensure data is being reported as required, to ensure responses to reports of investigative findings and observe for patterns related to complaints generated that may need Rights intervention

	Duty 3

	General Summary:
	Percentage:
	20

	As a member of the ORR management team, help determine goals and objectives for ORR, evaluate training needs, review system for effectiveness, assess and develop methods to meet the changing needs of mental health recipients. 


	Individual tasks related to the duty:
	
	

	· Review the ORR procedures manual and other support documents used by MDHHS Right Staff. Assist in identifying those that need revision, modification of existing policies and procedures as assigned. Development of new policies and procedures assigned by ORR Administration. Maintain awareness of code, rule, standards, and policy changes that might warrant policy development.
· Maintain awareness of policy changes in all state hospital/centers facilities. Review and provide input to those hospitals/centers as needed.
· Monitor patterns of complaints within the right system to determine issues to be addressed, prioritize those issues and develop a methodology to address them.
· For each hospital/center rights office, develop a management plan each year and revise as needed. Provide Measurable Goals and Objectives to determine the effectiveness of the office. Review and discuss these with staff periodically.
· On an ongoing basis, evaluate and monitor training provided by right staff to hospital/center staff. Assist have in the development of training for this is the area of knowledge such as confidentiality or consumer training.


	Duty 4

	General Summary:
	Percentage:
	10

	Conduct Special Investigations as requested. Meet with administrative staff from MDHHS or Community, as needed, for consultation or to resolve sensitive cases.


	Individual tasks related to the duty:
	
	

	· Consult with hospital staff/community staff, and if disputes arise over deposition of a case, to develop an effective resolution strategy.
· Work with agencies such as Protection and Advocacy and other advocacy and consumer groups to identify issues related to recipient rights. Provide education, training and consultation with these groups and address various rights related issues.
· Conduct Special Investigations and report preparation as assigned or needed.










	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

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




	
	

		This position requires a great deal of independent and discretionary decision making impacting upon departmental personnel, staff of community based mental health service providers, consumers in the public mental health system statewide, advocacy groups, family members and interested others.
Scheduling of time off and office coverage. Deployment of staff in a work unit.  Review and evaluate both verbal and written information to determine if a rights issue is involved, a right was violated and what action needs to be taken to correct it.  Assign and review work done by subordinates.  Determine goals and objectives for each field office.  Approve all reports and correspondence generated by field offices.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		Especially sensitive cases or those that have greater potential for litigation, reassignment/deployment of staff outside his/her work unit.







	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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, walking, driving, reaching, lifting, carrying, bending, sitting, speaking/communicating, computer tasks
No extraordinary environmental conditions








	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			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

	
	RIGHTS REPRESENTATIVE-A 12
	
	RIGHTS REPRESENTATIVE-A 12

	
	RIGHTS REPRESENTATIVE-A 12
	
	RIGHTS REPRESENTATIVE-A 12

	
	RIGHTS REPRESENTATIVE-A 12
	
	RIGHTS REPRESENTATIVE-A 12

	
	RIGHTS REPRESENTATIVE-A 12
	
	RIGHTS REPRESENTATIVE-A 12

	
	RIGHTS REPRESENTATIVE-A 12
	
	RIGHTS REPRESENTATIVE-E P11

	
	RIGHTS REPRESENTATIVE-E 10
	
	RIGHTS SPECIALIST-2 13

	
	STUDENT ASSISTANT-E A
	
	







	
	
	

		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?




	
	

	
		Direct and supervise all rights staff conducting investigations taking place in MDHHS Psychiatric Hospitals and required investigations taking place in the community. Provide expert technical assistance and consultation to rights staff, hospital/center staff, consumers, family members and interested others related to rights and the Recipient Rights Process.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
			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?




	
	

	
		This position is responsible for directing and supervising all rights staff conducting investigations taking place in MDHHS Psychiatric Hospitals and required investigations taking place in the community. In addition, this position is responsible for providing expert technical assistance and consultation to rights staff, hospital/center staff, consumers, family members and interested others related to rights and the Recipient Rights Process.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			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:



	
	
	
	
	

	
	
	
	
	
	
	

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

Alternate Education and Experience

State Administrative Manager 15
Education level typically acquired through completion of high school and two years of safety and regulatory or law enforcement experience at the 14 level; or, one year of safety and regulatory or law enforcement experience at the 15 level, may be substituted for the education and experience requirements.
LTCBC - Position has direct access to a patient or resident, or to a patient’s or resident’s property, financial information, medical records, treatment information, or any other identifying information. As authorized under MCL 333.20173a, MCL 330.1134a, and MCL 440.734b, incumbents must pass and comply with the Long-Term Care (LTC) Background Check at the time of hire and during the duration of employment. The LTC Background Check includes a state and federal fingerprint-based criminal history record check and placement on statewide rapback.




	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		As listed on the Civil Service job specification. In addition:
Expert knowledge of investigation and interviewing techniques and ability to apply these; excellent writing, public speaking, and organizational skills; ability to work and complete assignments in a timely manner; ability to maintain an impartial attitude in the investigation and resolution of rights concerns.  Ability to communicate with variety of persons with special needs, and with staff at all levels.  Extensive knowledge of law, rules, standards and policies at they relate to recipient rights and the ability to interpret and apply these.   Knowledge of supervisory techniques and skills and the ability to apply them.  Extensive knowledge of mental health law at both state and federal levels well as state and federal civil rights laws.
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.



	

	
	
	

	
		N/A



	

	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
		
	
	
	
	

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



	

	
	
	
	
	

	
		



	
		1/26/2026



	

	
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



