State of Michigan Civil Service CommissionPosition Code

1. FINCALTA

Capitol Commons Center, P.O. Box 30002 Lansing, Ml 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-COM HEALTH CENTRAL OFF

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

Community Services

	4. Civil Service Position Code Description

Financial Analyst-A
	10. Division

Housing and Homeless Services

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

Financial Specialist 13
	11. Section

Housing Services Section

	6. Name and Position Code Description of Direct Supervisor
HENDGES, LYNN T; STATE ADMINISTRATIVE MANAGER- 1
	12. Unit

	7. Name and Position Code Description of Second Level Supervisor

VAN DAM, PAULA K; STATE BUREAU ADMINISTRATOR
	13. Work Location (City and Address)/Hours of Work

235 S GRAND AVE; LANSING, Ml 48933 I 8:00am-5:00pm
M-F

	14. General Summary of Function/Purpose of Position
This position is the recognized resource in the Housing and Homeless Services Division for the coordination, preparation, compilation, research, analysis and monitoring of the Division's $45 million dollar budget. This position is responsible for developing summary level and detailed budget documents, expenditure documents by grant and sub-recipient; budget monitoring documents and provide guidance on grant spending for projects; This position will forecast expenditures by month by sub-recipient to ensure the Division can communicate proactively with sub-recipients to ensure that federal and state funding is fully and appropriately expended. This position will work closely with the Division manager, contracts analyst, and staff responsible for processing monthly billings to provide a holistic view of the financial health of the Division. This position will be the lead for any updates, submission, training, or coordination with SIGMA and will be responsible for pulling data from SIGMA, Business Objects/ Intelligence, and any other state systems necessary to gather state financial data.




	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
Ensure financial responsibilities pertaining to grants and appropriations received by Housing and Homeless Services are accomplished. Ensure Division is accomplishing necessary financial activities and adhering to required policies and timelines.


Individual tasks related to the duty:
· Develop and maintain reports on grant and contract expenditures by sub-recipients.
· Provide recommendations regarding planning and monitoring of expenditures to management.
· Interact as required with Budget, Human Resources, Accounting, Purchasing and other DHHS staff to ensure appropriate projects and grants expenditures.
· Communicate expenditure issues to management and program specialists for follow up.
· Coordinate year end closeout activities. Draft communication to providers about year-end closeout procedures.
· Work with Budget staff annually on appropriation requests, estimates, grant closeouts to ensure accurate reporting.

	Duty 2
General Summary:	Percentage:	25

Establish and maintain policies and procedures related to the submission of billings to MDHHS for any grants or appropriations overseen by Housing and Homeless Services.

Individual tasks related to the duty:


••As the recognized resource for financial analysis in the Division, work with Accounting, Budget and others as necessary to develop policies and procedures that support timely and accurate payment of billings from providers.
•Onan ongoing basis, work collaboratively with staff from various areas of the department (administrative operations and program areas) to ensure that policies and procedures are being followed.
· On an ongoing basis, ensure that organizational changes are followed and monitored, applicable coding changes, and proper allocation methodologies are being employed.
· Ensures policies and procedures meet the State/Federal requirements (including those of HUD, SAMHSA and 2 CFR 200), balanced with the goal of maximizing federal revenue and working closely with program and budget staff.
· Develop and conduct training for providers on proper billing and reporting procedures.

	Duty 3
General Summary:	Percentage:	15
Act as the recognized resource in the Division for activities completed in SIGMA including procurement requests, payment inquiries, tracking, etc.
Individual tasks related to the duty:
· Develop and maintain a SIGMA projects and grants chart of accounts for all Housing and Homeless Services awards and appropriations
· Work with Budget and Federal Reporting staff to ensure projects and grant coding requirements are accurate for reporting and draws can be done accurately and timely.
· Analyze and interpret State & Federal Regulations and policies on eligible expenditures to ensure that the Division remains in compliance, and make recommendations to management, as needed.
· Ensure that all modifications to the projects and grants chart of accounts document are properly configured in SIGMA's production environment.
· Complete, submit, and track procurement requests as needed.

	Duty 4
General Summary:	Percentage:	10

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.
Decisions on day to day operational matters within the scope of these duties are largely made independently.
17. Describe the types of decisions that require the supervisor's review.



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.
This position is performed in an office setting. Sitting at a desk, utilizing a keyboard and computer, some bending, twisting, and lifting of office materials. Limited travel may be necessary.
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):
Decisions that have a significant financial impact on either DHHS or a provider agency; decisions that have potential Division, agency-wide or external repercussions.




	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?

Ensuring the Division is carrying out its mission by adhering to current state and federal financial regulations and ensuring the Division and its grantees are compliant with those regulations.
24. Indicate specifically how the position's duties and responsibilities have changed since the position was last reviewed.


Downgrade existing Financial Specialist 13 (formerly held by Jason Hairston) to a Financial Analyst 12; Justification - The activities of this position no longer warrant a 13 level specialist. The work can be completed at the 12 level.
25. What is the function of the work area and how does this position fit into that function?

Housing and Homeless Services Division oversees and administers more than $38 million in funding annually to its grantees that provide shelter, case management, rental assistance and other support to homeless individuals and families across the state. This position is responsible for supporting the work of the Division by ensuring appropriate and adequate expenditure of federal and state funds according to state and federal laws.
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 with at least 12 semester (18 term) credits in one or a combination of the following: accounting, finance, or economics.

EXPERIENCE:
Financial Analyst 12
Three 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 P11, Accountant P11, or Auditor P11.
KNOWLEDGE, SKILLS, AND ABILITIES:






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

As listed on the Civil Service job specification in addition to the following:
Knowledge of fiscal planning, budgeting, accounting principles, Excel, MAIN, Business Objects/Intelligence, CTP, HRMN/DCDS, and introductory knowledge of SIGMA.
Excellent verbal and written communication skills. Strong analytical ability
Numeric skills and detail orientation
Ability to read, review, and analyze information rapidly.
Tact, patience, and ability to explain financial information to managers and staff who may not have a financial background.

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.
JULIE KELLY
11/14/2023
Appointing Authority	Date


