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			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-FINANCIAL OPERATIONS 

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

	
	IT Financial Services

	4. Civil Service Position Code Description
	10. Division

	Financial Specialist-3
	IT Coordination & Project Financial Services

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

	Financial Specialist
	IT Coordination

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

	WILLARD, NICOLE; STATE ADMINISTRATIVE MANAGER-1
	

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

	VANWINKLE, JESSICA; STATE DIVISION ADMINISTRATOR
	235 S. Grand Ave, Lansing, MI 48933 / Monday-Friday 8:00am-5:00pm (hours may vary, remote possible)




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		This position serves as the lead financial specialist responsible to create, prepare, implement and administer the entire $500 million dollar spend plan for the Department of Health and Human Services’ (DHHS) IT charges billed from the Department of Technology, Management and Budget (DTMB). DHHS has the largest IT portfolio in Michigan’s state government, consisting of more than 300 IT systems that serve millions of Michigan residents. This position is critical for maintaining accuracy of the charges and projections of these systems. This consists of developing IT spend plans and analyzing and interpreting DTMB billed expenditures -- monthly billings and any special one-time purchases to get them submitted and paid correctly. This position works closely with staff from Budget, Federal Reporting, Expenditure and Revenue Operations, Cost Allocation, MDHHS program areas and DTMB to assist in meeting departmental needs for a variety of highly complex and related issues ensuring IT charges are valid, accurate and coded correctly to ensure the integrity of the department’s IT portfolio financial information. This position requires an in-depth understanding of structured queries, SIGMA, DTMB billing functions and activities, Clarity, IT project life cycle, cost allocation, federal reporting, procurement and accounting.  Responsibilities also include consulting on IT related cost allocation plan issues. All IT-related procurement expenses billed from DTMB to DHHS are administered and monitored through this position. Due to the high level of technical expertise, this position receives limited direction from management and requires a considerable amount of independent judgement and critical thinking. This position performs within this capacity to establish and implement processes and procedures related to IT financial data integrity for all administrations and programs. The financial information this position is responsible for is highly complex, multi-faceted and has a substantial and direct impact on the entire operation of the department.  



	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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

	Ensuring all IT charges for the Department of Health and Human Services’ (DHHS) billed from the Department of Technology, Management and Budget (DTMB) are valid, accurate and paid correctly.

	Individual tasks related to the duty:
	
	

	· Analyzes monthly IT Inter-agency billings for accuracy of charges, determines correct funding and coding, and reconciles the reimbursement requests. This analysis also includes verifying DTMB staff charges are for DHHS projects, IT expenses, and reasonableness.
· Processes approximately 2,000 IT purchasing requests annually from DTMB and DHHS to determine coding to ensure the ability to capture the correct information for maximum federal reimbursement. 
· Sole responsibility for the development and maintenance of the crosswalk between DHHS accounting templates and DTMB task orders, consisting of over 700 IT accounting codes used by multiple areas within MDHHSs. This crosswalk is used to identify coding errors, determine plan of action including potentially establishing new coding, and implementing plan to ensure charges are applied correctly.
· Analyzes quarterly statistics on expenditures by IT system, staff payroll charges, and Inter-agency agreements and prepare final documentation required for the departmentwide cost allocation plan.
· Analyze all IT purchase requests for compliance with state and Federal regulations.
· Expert responsible for identifying any coding errors, determine plan of action including potentially establishing new coding, and implementing plan to ensure charges are applied correctly.
· Analyze all financial expenditures to ensure charges were coded correctly according to the DHHS Cost Allocation Plan which can consists of up to 400 grants and multiple appropriation and fund combinations.
· Serve as the statewide IT expert for audit questions for both state and Federal audits.

	Duty 2

	General Summary:
	Percentage:
	45

	As the lead financial specialist tracking and projecting all IT charges billed from DTMB, this position is responsible for continuously monitoring the overall spend plan, expenditures and appropriations. This involves preparing complex updated financial reports for the Director of the Bureau of IT Financial Services throughout the year.

	Individual tasks related to the duty:
	
	

	· Responsible for developing annual IT spending plans while ensuring programs that share appropriations stay within annual appropriation and fund allotments. The more than 300 DHHS IT systems impact multiple lines throughout DHHS and requires coordination with several staff.
· Responsible for developing complex financial queries in the state’s financial reporting system, Business Objects. This includes expenditures, revenues, and payroll data. Responsible for developing and presenting financial reports in a clear and understandable way to program managers (non-technical users).
· Independently analyze and reconcile financial data to ensure the accuracy and classification of expenditures and revenues and prepare all financial adjustments to ensure compliance with state and Federal regulations.
· Coordinate transactions between Budget, Federal Grants Section, Accounting Division, Expenditure Operations, and program staff regarding all IT financial related issues. 
· Analyze and reconcile financial information for program areas for boilerplates issued in the annual appropriation process.
· Analyze actual expenditures and revenues to budgeted assumptions and prepare periodic financial projections and variance analysis. Additional detailed analysis is required for program areas that share appropriation lines.
· Identify any budget discrepancies, develop plan of action, and work closely with staff to resolve all issues identified and implement the plan.
· Research, compile, analyze, and prepare a variety of complex financial reports to determine long-term trends and evaluate impact of policy changes.

	Duty 3

	General Summary:
	Percentage:
	5

	Special projects, various financial assignments on an as need basis, and other duties as assigned.

	Individual tasks related to the duty:
	
	

	· Conducts special projects and studies 
· Research and prepare IT expenditure reporting for special projects 
· Assist and train department colleagues
· Maintains records, prepares reports and correspondence related to the special project requirements.
· Perform related essential functions appropriate to the class and other nonessential functions and 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. 




	
	

		This lead specialist position is required to continually monitor and make decisions regarding the complex $500 million dollar IT spend plan for DHHS. This involves ensuring accuracy of forecasts, developing complex financial reporting systems, interpreting financial data, monitoring and reconciliation of financial transactions, providing technical assistance to program management regarding financial issues, and preparation of the annual IT spending plans for charges billed from DTMB. 
DHHS has the largest IT portfolio in state government, consisting of more than 300 IT systems that serve millions of Michigan residents and the responsibilities of this position are critical in maintaining accuracy of the charges and projections of these systems. 






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		Release of very confidential and/or sensitive information to outside contacts, final implementation of major policy/legislative changes or new major programs, final inclusion of recommendations in the department’s annual budget request, and final submission of legislative transfer and supplemental appropriation requests.  






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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 environment. 






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			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?




	
	

	
		· Development of the yearly IT spend plan for charges billed to DHHS from DTMB and the monitoring and updating of that plan throughout the fiscal year.
· Independently reviews internal and external financial data to keep management apprised of any anticipated shortfalls or surpluses in the spending plan.
· Reviews monthly DTMB invoices for legitimacy of charges and prepares the journal voucher payment ensuring proper accounting codes for the maximization of Federal reimbursement.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
			24. Indicate specifically how the position's duties and responsibilities have changed since the position was last reviewed.




	
	

	
		N/A – position vacated






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			25. What is the function of the work area and how does this position fit into that function?




	
	

	
		The Bureau of IT Financial Services handles oversight and coordination of all IT dollars spent either through DHHS (i.e. new computers, software) or through DTMB in support of DHHS. This includes money that is spent and billed in various ways. Only this position is involved in the approval path of everything to ensure it is coded and paid corrected, reconciled, and included in an IT overall spend plan. The spend plan created and maintained by this position is used by the Administration to determine IT projects that can be approved throughout the year, report information to the Federal government for reimbursement and in audit requests assigned to the Bureau. 






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			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 24 semester (36 term) credits in one or a combination of the following: accounting, finance, or economics.





	
	
	
	
	
	
	

		EXPERIENCE:



	
	
	
	
	

	
	
	
	
	
	
	

		
Financial Specialist 13 - 15
Four years of professional experience equivalent to a Financial Analyst; including two years equivalent to a Financial Analyst P11, Accountant P11, or Auditor P11 or one year equivalent to a Financial Analyst 12, Accountant 12, or Auditor 12.




	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		As listed on the Civil Service job specification. In addition:
Ability to effectively communicate
Ability to maintain favorable public relations
Ability to interpret and analyze financial data
Ability to solve difficult and complex accounting related financial problems.
Ability to assimilate data, analyze facts, apply criteria and make logical conclusions or recommendations
Ability to present financial data in a clear, understandable and user-friendly manner
Knowledge of financial management principles and practices
Knowledge of generally accepted accounting principles
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



	
		1/31/2022



	

	
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



