14. General Summary of Function/Purpose of Position
The Fiscal Analyst will serve as a Financial Monitor for Housing and Homeless Services. This position is responsible  for providing financial oversight and monitoring of contracts administered by the Unit. This position reports to the Contracts and Grants Manager as part of the Housing and Homeless Services’ administrative team and will work collaboratively within the Unit and with other internal agency partners to ensure budget and financial reporting requirements are completed accurately and timely. This position will also assist with annual financial monitoring of providers to ensure reimbursed expenditures are in compliance with applicable regulations, guidelines, and policy.

State of Michigan Civil Service Commission
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)

Bureau of Community Services
4. Civil Service Position Code Description

Financial Analyst-E

10. Division


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

Financial Analyst 9-P11

11. Section
Housing and Homeless Services
6. Name and Position Code Description of Direct Supervisor
Jessica Altenbernt, DM 13
12. Unit
Contracts and Grants
7. Name and Position Code Description of Second Level Supervisor

Lynn Hendges, SAM 15
13. Work Location (City and Address)/Hours of Work

Monday - Friday 8 AM to 5 PM

Position Code

1. FINCALTE








Duty 2
General Summary:								Percentage:	20
Provide technical support to MDHHS Housing and Homeless Services program specialists on annual monitoring of providers.

Individual tasks related to the duty:
· With program specialist, billing analyst and administrative team, complete the fiscal monitoring tool to document the testing procedures performed and expenditures tested.
· With program specialist, complete the monitoring review either in-person or virtually as scheduled
· Analyze fiscal procedures and sampled expenditure transactions for appropriateness and compliance.
· Provide written and verbal feedback outlining findings and recommendations from a fiscal monitoring engagement.
· With program specialist, review and follow-up on corrective action plans as necessary.
Duty 1
General Summary:	Percentage:	75

Conduct ongoing tracking, review and analysis of expenditures and their alignment with budgets to ensure appropriate spending of Housing and Homeless Services grants and other funding.
Individual tasks related to the duty:

· Reconcile all monthly and year end expenditures between EGrams and SIGMA.
· Support and verify expenditures to Federal Reporting to ensure timely and accurate federal grant draws. 
· Prepare administrative expenditure reports monthly and distribute to staff and managers for review.
· Aid management and/or senior analysts in the implementation of new initiatives as assigned.
· Work with management and/or senior analysts in analyzing conflicts and make recommendations to appropriate areas 
· Notify managers on financial matters that require immediate attention.

17. Describe the types of decisions that require the supervisor's review.
Manager establishes priorities of assignments if there are conflicts, answers questions on policy; Decisions that are legally, politically, or financially sensitive and/or require policy change.
16. Describe the types of decisions made independently in this position and tell who or what is affected by those decisions.
Identifying proper expenditure and allocation of grant funds.  Identify errors to management. Becoming familiar with federal financial policies and guidelines.
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.

General Summary:	Percentage:	05
  Other duties as assigned
Individual tasks related to the duty:

· Other duties as assigned
Duty 4
General Summary:	Percentage:	


Individual tasks related to the duty:
· 


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

23. What are the essential functions of this position?


The essential duty of this position is to serve as an entry level through experienced level team member who provides oversight and financial monitoring   of funding received and administered by Housing and Homeless Services. 
25. What is the function of the work area and how does this position fit into that function?

The function of the work area is to administer state and federal funding to local non-profits who deliver direct services to assist people experiencing homelessness in Michigan.


Financial Analyst 9
No specific type or amount is required.

Financial Analyst 10
One year of professional experience providing a systematic review, analysis, interpretation, and/or evaluation of budgets, mortgages, loans, or other financial data, equivalent to a Financial Analyst 9, Accountant 9, or Auditor 9.

Financial Analyst P11
Two years of professional experience providing a systematic review, analysis, interpretation, and/or evaluation of budgets, mortgages, loans, or other financial data, equivalent to a Financial Analyst, including one year equivalent to a Financial Analyst 10, Accountant 10, or Auditor 10.
Alternate Education and Experience
Possession of a Certified Public Accountant certification (CPA) may be substituted for one year of Accounting P11 experience.
Four (4) or more years of work in the accounting field may be substituted for the education requirement.
KNOWLEDGE, SKILLS, AND ABILITIES:


As specified on the job specification. In addition:

Knowledge of federal, state, and agency fiscal regulations related to Community Action Agencies and their various funding sources.
Knowledge of the principles of economics and public finance
Knowledge of financial data sources including periodicals, manuals, and reports Knowledge of financial management principles and practices.
Knowledge of financial policies, procedures, and opportunities that are communicated from MDHHS management, senior analysts, and the various areas.


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:

N/A
NOTE: Civil Service approval does not constitute agreement with or acceptance of the desired qualifications of this position.
24. Indicate specifically how the position's duties and responsibilities have changed since the position was last review
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; At least 20 credit hours in business, accounting, economics or related is preferred. 
EXPERIENCE:
22. Do you agree with the responses for items 1 through 20? If not, which items do you disagree with and why?


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.

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, bending, sitting, and extensive computer use in and office environment daily. Occasional in state travel for in-person monitoring.



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
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.


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

	
Appointing Authority	Date


Indicate any exceptions or additions to the statements of employee or supervisors.

N/A








	



Employee
Date




