State of Michigan Civil Service CommissionPosition Code
1. DEPTALTER10Y

Capitol Commons Center, P.O. Box 30002 Lansing, MI 48909

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
MDHHS-DPT OF HUMAN SVC CNTL OF

	3. Employee Identification Number

	9. Bureau (Institution, Board, or Commission)

	4. Civil Service Position Code Description
DEPARTMENTAL ANALYST-E
	10. Division
Legislative Affairs

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

	6. Name and Position Code Description of Direct Supervisor
SPITZLEY, JEFFREY L; STATE ADMINISTRATIVE MANAGER-1
	12. Unit

	7. Name and Position Code Description of Second Level Supervisor

BURTON, CHARDAE C; STATE OFFICE ADMINISTRATOR
	13. Work Location (City and Address)/Hours of Work

333 South Grand Avenue, Lansing, Michigan / Monday-Friday, 8:00 am – 5:00 pm

	14. General Summary of Function/Purpose of Position
This position functions as a legislative analyst in the Legislative Affairs Division. This position analyzes standard legislative requests pertinent to the department. Standard requests are comprised of requests that do not hold a significant financial impact on the department, involve single department administration, or involve legislation that is not controversial or politically sensitive. Responsible for research, coordination and drafting of legislative analysis for proposed or introduced legislation.




	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
Responsible for standard legislative issues, including committee and session activity, and develops analysis and background
information related to legislation.

Individual tasks related to the duty:
· Analyze standard legislative requests and prepare summaries for proposed or introduced legislation.
· Collaborate with leadership regarding standard legislative issues, deadlines, and resolution of issues.
· Effectively communicate department goals related to standard legislative issues.
· Identify and communicate policies related to standard legislative issues.
· Apply policies and procedures related to standard legislative requests.
· Develop documents for legislative updates to the Legislature regarding department policy and rules.
· Prepares updates of legislative activity to be distributed to Legislative Affairs management.
· Provide an assessment of impact and make recommendations on standard legislation issues.
· Electronically document legislative activity and progress.
Maintain electronic records of legislation and tracks progress of legislation.
· Assure legislative policy analysis meets timelines for completion.
· Participate in meetings and monitors legislative committee meetings and sessions to assess legislative intent and activity.
· Escalate more complex legislative issues to senior staff or management as needed.
· Draft emails, answer and respond to phone calls regarding legislation and related activities.

	Duty 2
General Summary:	Percentage:	30
Advises and assists the Legislative Affairs Section Manager and makes recommendations in all areas of responsibility.

Individual tasks related to the duty:
· Communicate with legislative offices, MDHHS program areas and/or internal state departments.
· Provide consultation to administrations and programs within the department on standard legislation issues and policies.
· Respond to departmental programs regarding standard legislation issues. Participate in legislative committee meetings and work groups.
· Consult with program areas as needed to clarify issues as they arise.
· Research and review relevant issues to identify potential policy directions and impacts on the department.
· Provide updates to the Legislative Affairs Section Manager regarding trends in relevant policy areas.

	Duty 3
General Summary:	Percentage:	10
Responsible for legislative committee schedules other duties as assigned.

Individual tasks related to the duty:
· Tracks legislative committee scheduling notices and creates calendar appointments for department staff and leadership as needed.
· Drafts and ensures timely submission of legislative weekly status reports.
· Carries out special projects as assigned, such as consulting with special interest groups regarding policy changes.


16. Describe the types of decisions made independently in this position and tell who or what is affected by those decisions.
Outreach and communication with appropriate department and legislative staff for information gathering and policy review.
17. Describe the types of decisions that require the supervisor's review.
Issues with long-term, policy or legal consequences. Final actions on legislative activity.
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.
Typical office setting, long periods working on computer, walking to and from legislative committee meetings during incremental weather. May require occasional unusual work hours or traveling.






	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	Approve leave requests.	N	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 position will serve as a front line contact with the Legislature, assisting with bill analysis, legislative issues and bill tracking for the Department of Health and Human Services. Position will develop appropriate relationships with legislative staff and interest group representatives and will be a resource for the Department staff regarding legislation, the legislative process and procedure. The position will solicit input from Department subject matter experts to ensure a consistent, thorough and comprehensive analysis of issues.



	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 function of the office is to assess the potential impact of state and federal legislation on MDHHS program and services.
Position primarily functions as a policy advisor for the Legislative Affairs Division.



KNOWLEDGE, SKILLS, AND ABILITIES:


As listed on the Civil Service Job Specification, in addition to:
Full understanding of legislative process. Excellent communication skills.
Ability to establish working relationships with diverse groups.
Ability to analyze and evaluate issues. Ability to plan, organize and expedite projects.
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
6/30/2025
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.
NICHOLAS ROSSOW
Employee	Date

