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		POSITION DESCRIPTION



	
	
	

	
	
	
	
	
	
	
	



	

	
	
	
	
	

	
	
			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

	vacant
	MDHHS-COM HEALTH CENTRAL OFF

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

	
	Bureau of Medicaid Care Management and Customer Service

	4. Civil Service Position Code Description
	10. Division

	Departmental Analyst-E
	Managed Care Plan Division

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

	Departmental Analyst – E 9-11 Contract Manager 
	Plan Management Section

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

	CANFIELD, AARON; STATE ADMINISTRATIVE MANAGER-1
	

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

	BARRON, BRAD; STATE DIVISION ADMINISTRATOR
	Various/Capital Commons Center 400 S. Pine Street, Lansing, MI. / 8-5




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		Assists with liaison duties between the Department of Health and Human Services (DHHS) and the Comprehensive Health Care Plan’s licensed Medicaid Health Plans and/or Healthy Kids Dental Plans  and/or Healthy Kids Dental Plans contracted to provide health and dental care to Medicaid beneficiaries, which includes beneficiaries on Healthy Michigan Plan and CSHCS. Performs as communications liaison for DHHS regarding evaluation, oversight, reporting, and operational activities related to the Plans. Assists with the Plan contracts and participates in on-site visits and site visit team responsibilities. Serves as contact person for providers, associations, local agencies, and inter- and intra-departmental entities. Provides communication to the Plans by e-mail, telephone, letter, on-site visits, and/or meetings.  Perform activities to assist the operational capabilities of the Plans as a Medicaid provider. Performs duties to maintain the integrity of the Medicaid program, provider contractual agreements and the provision of health and dental care to the Medicaid client.




	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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

	Assists with the Comprehensive Health Care Plan and/or Healthy Kids Dental contracts while learning the contact management related duties.


	Individual tasks related to the duty:
	
	

	· Participates in annual compliance review process to monitor and evaluate contract compliance. Reports findings and monitors corrective action plans. Works with other team members to prepare and conduct annual on-site review of Medicaid Health Plans (MHPs)/Dental Health Plans (DHPs) and document findings.
· Interfaces with multiple contracted MHPs/DHPs and program and department staff on issues, problems, coordination, compliance, enrollment and grievance/complaints.
· Monitors contracts for compliance on an on-going basis with department policies and procedures.
· Assists MHPs/DHPs to resolve compliance issues and notify compliance staff within the Administration, depending on type of compliance issue and severity.
· Serves as single point for multiple MHPs/DHPs and handles monitoring and compliance liaison activities with assigned MHPs/DHPs.
· Analyzes on-going contract operations and recommends modifications of policies and procedures to achieve greater efficiency and effectiveness.


	Duty 2

	General Summary:
	Percentage:
	25

	Assists with the performance of primary liaison duties between the Department of Health and Human Services and multiple Medicaid Health Plans/Dental Health Plans.

	Individual tasks related to the duty:
	
	

	· Communicates with the contracted MHPs/DHPs by e-mail, telephone, letter, on-site visits, and/or meetings.
· Regularly performs research and assessment of information relative to letters and bulletins on policy and contract changes and clarifications to the MHPs/DHPs.
· Provides information, clarification and interpretation of contract language by direct communication and/or referral to appropriate area.
· Provides presentations, as needed, to the MHPs/DHPs and/or community regarding the managed care program.
· Responds to inquiries via telephone and written communication.

	Duty 3

	General Summary:
	Percentage:
	10

	Serves as contact person for providers, associations, local agencies, and inter- and intra-departmental entities and communication liaison for the Department regarding various activities defined in the contract.

	Individual tasks related to the duty:
	
	

	· Provides consultation to and coordinates the fulfillment of the Comprehensive Health Plan and/or Healthy Kids Dental contract with MHPs/DHPs, various State agencies, private and public organizations, and communities in assigned areas.



	Duty 4

	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. 




	
	

		The position requires that the employee exercise some independent judgment as it relates to providing guidance to MHPs/DHPs related to contract compliance.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		When issues or problems have program-wide implications or impacts areas other than the specific assigned area of responsibility.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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.




	
	

		Majority of work is performed in an office setting. Travel involved based on the Plans assigned. Minimal transportation of documents for meetings is required. Time is spent sitting to work on assigned 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?




	
	

	
		Assists with liaison duties between the Department of Health and Human Services (DHHS) and the Comprehensive Health Plan’s licensed MHPs and/or Healthy Kids Dental Plans contracted to provide health and dental care to Medicaid beneficiaries, which includes beneficiaries on Healthy Michigan Plan and CSHCS. Performs as communications liaison for DHHS regarding evaluation, oversight, reporting, and operational activities related to the Plans. Assists with the Plan contracts and participates in on-site visits and site visit team responsibilities. Serves as contact person for providers, associations, local agencies, and inter- and intra-departmental entities. Provides communication to the Plans by e-mail, telephone, letter, on-site visits, and/or meetings.  Perform activities to assist the operational capabilities of the Plans as a Medicaid provider. Performs duties to maintain the integrity of the Medicaid program, provider contractual agreements and the provision of health and dental care to the Medicaid client.







	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
			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 primary function of the work area is to ensure compliance with the contracts between the Health Plans and the Department. This position fits into that function as described in the complexity of duties above for the overall management of these contracts.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			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.




	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		As listed on the Civil Service job specification.  In addition:  
· Possess the ability to communicate effectively, both verbally and in writing.
· Possess the ability to analyze complex documents, concepts and a program’s viability. 
· Organizational skills and attention to detail.
· Possess ability to function under pressure to make accurate independent decisions.
·  Prefer knowledge of Medicaid and Medicaid Managed Care
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.



	

	
	
	
	
	

	
		



	
		



	

	
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



