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Federal privacy laws and/or state
confidentiality requirements protect
a portion of this information.


1. Position Code DEPTTRE

State of Michigan Civil Service Commission
Capitol Commons Center, P.O. Box 30002 Lansing, Ml 48909
POSITION DESCRIPTION

	This form is to be completed by the person that occupies the position being described and reviewed by the supervisor and appointing authority to ensure its accuracy.  It is important that each of the parties sign and date the form. If the position is vacant, the supervisor and appointing authority should complete the form.

This form will serve as the official classification document of record for this position. Please take the time to complete this form as accurately as you can since the information in this form is used to determine the proper classification of the position. THE SUPERVISOR AND/OR APPOINTING AUTHORITY SHOULD COMPLETE THIS PAGE.

	2. Employee's Name (Last, First, M.I.)
VACANT
	8. Department/Agency
DEPARTMENT OF HEALTH & HUMAN SERVICES

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

	4.· Civil Service Classification of Position
DEPARTMENTAL ANALYST 9 Trainee
	10. Division
Compliance Division

	5.	Working Title of Position (What the agency titles the position)
FAP QUALITY CONTROL REVIEWER
	11. Section
FAP Quality Control  

	6. Name and Classification of Direct Supervisor
Margo Moore – Dept Manager 
	12.    Unit
FAP Field Operations- CP

	7. Name and Classification of Next Higher-Level Supervisor
DENISE HOLLAND, SAM 15
	13. Work Location (City and Address)/Hours of Work

     
     8:00 A.M.-5:00 P.M.

	14. General Summary of Function/Purpose of Position
The purpose of this position, in a training capacity, is to conduct federally mandated quality control reviews in accordance with federal statutes and regulations governing the Food Assistance Program (FAP).
This is accomplished by reviewing FAP case records, gathering data, and conducting interviews. Using analytical methods, the reviewer analyzes all information to measure the validity and accuracy of recipient eligibility and benefit decisions. The position incumbent is also required to continually evaluate and analyze the data collection process in order to avoid biased results. The review result reports provide managers of the Department with a data driven basis for evaluating Department programs and systems performance, identifying and solving problems, and improving the quality-of-service delivery.

	For Civil Service Use Only






	15. Please describe your assigned duties, percent of time silent performing each duty, and explain what is done to complete each duty. 
List your duties in the order of importance, from most important to least important. The total percentage of all duties performed must equal 100 percent.

	Duty 1
General Summary of Duty 1	% of Time 45
In a training capacity, the Analyst will conduct case reviews with assistance.

	Individual tasks related to the duty.
· With assistance, organizes and schedules an assigned workload to meet review completion and deadline requirements.
· Accesses and transfers data from Department automated systems to the quality control review system and Federal QC system.
· Gathers data by interviewing Department clients and client representatives. Interviews are conducted in person and by telephone.
· Gathers data by sending written correspondence to collateral contacts such as financial institutions and landlords.
· Applies techniques that elicit the cooperation and participation of interviewees and all data sources.
· Maintains the integrity of the review process through the avoidance of bias.
· With assistance, the trainee level will conclusively and confidentially verify gathered data, relative to the review requirements.
· Researches State program policies and procedure for each assignment.
· Researches quality control policy, procedure, and instruction relative to the review process.
· Traces, documents, and verifies the Department process or application of policy or procedure applicable to the circumstances under review.
· With assistance, determines and documents the proper application of established policy to the circumstances under review.

	Duty2
General Summary of Duty 2	% of Time 45
In a training capacity, analyzes data, prepare reports, and transmit final review results.

	Individual tasks related to the duty.
· Continually focuses and adjusts the review instrument or process by analyzing data, responses and circumstances as they occur.
· With direction, resolves discrepant and conflicting information.
· Analyzes the nature and cause of errors detected in the review process.
· Establishes conclusions as to the appropriate application of program policy and procedures that will withstand the scrutiny of internal second level reviews and the federal review process.
· Records collected data and observations and analyzes results.
· Prepares written review results reports for Departmental customers and for federal report.
· Prepares coded schedules for federal reporting.
· Ensures that review results are transmitted electronically in a timely manner, with paper documentation to follow.
· Enters review results into Federal QC system.



	Duty3
General Summary of Duty 3	% of Time      5      
In a training capacity, the Analyst will assist with the maintenance and improvement of knowledge and skill levels relative to federal quality control and State Department policies and procedures.

	Individual tasks related to the duty.
· Participates in case review consultations with Supervisor, Program Manager, and FAP analysts.
· Participates in regular staff meetings in order to exchange knowledge and learn best practices.
· Attends training programs on Departmental policy and procedures and quality control methods.
· Participates in testing and training new and innovative hardware and software.
· Participates in work groups and activities in order to improve processes.

	Duty4
General Summary of Duty 4	% of Time   5		
Performs other duties as assigned.

	Individual tasks related to the duty.
· Performs other duties as assigned by supervisor.






	Duty 5
General Summary of Duty 5
	
%of Time   	
	


	Individual tasks related to the duty.

	Duty6
General Summary of Duty 6
	
%of Time   	
	


	Individual tasks related to the duty.



	16. Describe the types of decisions you make independently in your position and tell who and/or what Is affected by those decisions. Use additional sheets, if necessary.
· Prioritization of work assignments. This would impact on whether required completion dates are met, including those that are federally mandated.
· Determining what information is needed from local offices and necessary collateral contacts, as well as those policies requiring additional research. This would impact on whether reviewer meets required completion
dates. This also impacts on the quality and accuracy of the review results.
· Assessing the validation and accuracy of Departmental actions based upon federal laws and regulation.
Failure to assess correctly would contribute to possible federal penalties.




	17. Describe the types of decisions that require your supervisor's review.
· Whether a review should be completed or dropped.
· Alternative strategies when a deadline cannot be met.
· Providing training or making presentations to local office staff.
· Any changes to established quality control review procedures.

	18.    What kind of physical effort do you use in your position?  What environmental conditions are you physically exposed  to in your position? Indicate the amount of time and intensity of each activity and condition. Refer to instructions on page 2.
Driving long distances to conduct client interviews or case reviews. Most of the work is conducted in a general office setting.

	19. List the names and classification titles of classified employees whom you immediately supervise or oversee on a full-time, on-going basis. (If more than 10, list only classification titles and the number of employees in each classification.)

	NAME
	CLASS TITLE
	NAME
	CLASS TITLE

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	20. My responsibility for the above-listed employees includes tl1e following (check as many as apply):

        Complete and sign service ratings.	 	Assign work.
 	  Provide formal written counseling.	 	Approve work.
 	   Approve leave requests.	 	Review work.
 	   Approve time and attendance.	 	Provide guidance on work methods.
 	   Orally reprimand.	 	Train employees in the work.

	21.
	I certify that the above answers are my own and are accurate and complete.

	
	
	Signature
	
	Date


NOTE: Make a copy of this form for your records.


	TO BE COMPLETED BY DIRECT SUPERVISOR
22. Do you agree with the responses from the employee for Items I through 20? If not, which items do you disagree with and why?
Prepared by management.

	23. What arc the essential duties of this position?
Duties 1-4.

	24. Indicate specifically bow the position's duties and responsibilities have changed since the position was last reviewed.
Adding the 9-Trainee Level to the current approved DA9-11 FAP QC Reviewer Position Description in order to encourage a more diverse pool.

	25.    What is the function of the work area and how does this position fit into that function?
The Bureau of Audit, Compliance Division conducts federally mandated eligibility reviews of the Food Assistance Program, conducts work participation reviews for the Temporary Assistance to Needy Families Program, conducts the department wide Biennial Internal Control Evaluation, and administers the Child Care Fund Reimbursement operations.  The Internal Control Unit is responsible for conducting and submitting the TANF work participation rate reviews and for conducting the department wide Biennial Internal Control Evaluation.  The FAP Quality Control Unit is responsible for conducting and submitting the FAP Quality Control reviews.  The Child Care Fund Reimbursement Unit is responsible for reviewing and approving the Child Care Fund budgets and reimbursement requests. 
This position is responsible for the quality control review of the Food Assistance Program to
comply with mandated federal quality control reporting requirements. This position is placed within the FAP Quality Control Unit. 






	26. In your opinion, what are the minimum education and experience qualifications needed to perform the essential functions of this position.

	EDUCATION:
Departmental Analyst (Departmental Trainee) 9
Educational level typically acquired through completion of high school..

	EXPERIENCE:
Departmental Analyst (Departmental Trainee) 9 
Experience
Four years of experience as an advanced 9-level worker in an ECP Group One classification. 
OR Three years of experience as an E9, E10, or E11-level worker in an ECP Group One classification.
OR Two years of experience as an experienced level worker in an ECP Group One technician or paraprofessional classification. 
OR Two years of experience as a first-line supervisor in an ECP Group Three classification. 
OR One year of experience as a second-line supervisor in an ECP Group Three classification. *Paraprofessional classifications are those requiring an associate’s degree or two years of college. 
Educational Substitution
College credits may be substituted on a proportional basis (one year of college education may substitute for one quarter of the required experience) for up to one half of the required experience


	KNOWLEDGE, SKILLS, AND ABILITIES:
· Ability to interpret and apply rules, policy, law, and regulations relative to the work.
· Ability to gather and analyze data.
· Ability to make objective and complete observations.
· Ability to effectively communicate verbally and in writing.
· Ability to independently organize, analyze and complete work.
· Must be proficient with computer hardware and software.
· Ability to travel and accept workstations and worksites throughout Michigan as assigned.
· Ability to skillfully interview clients and collateral contacts and to actively listen.
· Knowledge of MDHHS programs.
· Knowledge of MDHHS information technology applications.

	CERTIFICATES, LICENSES, REGISTRATIONS:
None

	NOTE: Civil Service approval of this position does not constitute agreement with or acceptance of the desirable qualifications for this position.

	27.
	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's Signature	Date

	TO BE FILLED OUT BY APPOINTING AUTHORITY

	28. Indicate any exceptions or additions to the statements of the employee(s) or supervisor.

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

	Appointing Authority's Signature	Date
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