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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-COM HEALTH CENTRAL OFF

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

	
	HIV & STI Programs

	4. Civil Service Position Code Description
	10. Division

	Departmental Analyst-E
	Operations and Data

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

	Grants and Contract Analyst 
	Operations

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

	HASKE, BEVERLY; DEPARTMENTAL MANAGER-3
	Contracts and Grants Unit  

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

	DUNN, THOMAS; STATE ADMINISTRATIVE MANAGER-1
	 /   8am-5pm M-F




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		This position is responsible for supporting the Bureau of HIV & STI Programs through administering and processing complex and challenging grants and contracts. The main purpose of this position is monitoring and assuring compliance with grants and contracts to meet federal and state requirements with the Ryan White program in the Health Resources and Services Administration (HRSA), the HIV and STI Programs in the Centers for Disease Control and Prevention (CDC) and Michigan Department of Health and Human Services (MDHHS).



	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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:
	35

	Coordinate the administration of all Federal grants and associated processes. 

	Individual tasks related to the duty:
	
	

	· Review application and/or report guidance to identify significant changes and expected submission requirements.
· Organize and track reporting and application assignments.
· Compile all pieces of grant proposals, reports, non-competing continuations, and requests for proposals for management review by assigned deadlines.
· Collect, consolidate, and analyze and maintain program data to meet federal reporting requirements. 
· Identifies needed resources and information for program activities.
· Serves as the backup to the Grants and Contracts Administrator for grant submissions and other assignments 

	Duty 2

	General Summary:
	Percentage:
	35

	Coordinate contracts and associated processes for HIV and STI programs.

	Individual tasks related to the duty:
	
	

	· Collaborates across BHSP in the cycle of contracts from allocations to amendments to close out.
· Prepare for, and participate in, amendment review meetings with program and management.
· Collects, analyzes, and prepares reports based on data related to sub-recipient monitoring.
· Maintains policies and procedures.
· Provide technical assistance in the program monitoring of HIV and STI funded agencies.
· Assist Program Analyst and Grants and Contracts Administrator as needed; during site visits of local agencies, preparation of reports and documents for federal site visits and/or state and federal audits.  
· Assist in the development of scope of services and the selection process for contracts and program RFP’s.
· Interpret existing state and federal laws and policies on contract and grant management.
· Review work plans for sub-recipient contracts to ensure accuracy and that the scope of work aligns with the proposed budget.

	Duty 3

	General Summary:
	Percentage:
	20

	Serve as a resource to the Division, research and implement best practices and make recommendations for program improvements.

	Individual tasks related to the duty:
	
	

	· Utilize available tools and databases to validate, analyze and transform extracted data.
· Read, analyze, and maintain resources and references for grants and contracts. 
· Assist in the development and implementation of internal controls. 
· Work with Program staff, Unit Managers, and BHSP leaders to ensure that activities developed comply and support program goals.
· Evaluate, interpret and summarize data as needed and required 
· Track issues and tasks that are set aside when resources are not available for an immediate solution; prioritize and incorporate issues into projects timelines when resources late become available.
· Draft and edit correspondence and other documents.

	Duty 4

	General Summary:
	Percentage:
	10

	Miscellaneous Duties as Assigned 

	Individual tasks related to the duty:
	
	

	· Professional reading and seminars.
· Support Section and Division activities by participating in required meetings, committees, confidentiality and security trainings and other trainings as needed. 
· Develop and maintain skills in data technology, database development, data analysis etc... 
· Contribute to Section and Division activities including development of strategic plans, metric development and reporting and transition to the Affordable Health Care and Medicaid Expansion environment.
· Other duties, tasks, responsibilities as assigned by BHSP administration. 









	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

	
		16. Describe the types of decisions made independently in this position and tell who or what is affected by those decisions. 




	
	

		Day–to-day operation of the statewide program consistent with federal, state, section and division policies, procedures, standards, guidelines and reporting requirements.  People at risk or living with HIV and STI infections.  






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		· Decisions requiring technical or program expertise outside the scope of this position.
· Decisions that impact multiple programs. 
· Documents prepared for federal reports or to report compliance.
· Publications for professional and public dissemination.
· Funding decisions.
· Changes in and/or exceptions to policies, procedures, standards and guidelines.
· Drafting of corrective action plans for security breaches. 






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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.




	
	

		· Routine physical activities; traveling, standing, sitting, walking, reaching and bending. 
· Long periods of computer work.  
· Occasional physical activities; stooping, lifting and carrying.
· May be required to work outside standard business hours; including overnight stays. 
· In-state and out state travel to conduct or attend trainings, site visits, or meetings is required.
· Driving/sitting in a car.  Reliable transportation is required.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			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?




	
	

	
		This position is responsible for supporting federal and state regulations, requirements and reporting as required in federal grants; reviewing, and extracting data to prepare reports and to monitor and track program activities for appropriate grant and contract management.    Federal compliance includes those imposed by the Ryan White program in the Health Resources and Administration (HRSA) and the HIV and STI Programs in the Centers for Disease Control and Prevention (CDC).






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		New establishment.






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		The Bureau of the HIV and STI Programs is responsible for grant management of $65 million dollars in private revenue, state funding and federal awards from HRSA and the CDC.  The Grants and Contracts Unit is responsible for monitoring compliance, developing external and internal controls, with appropriate separation of duties within the Division and with external funded partners.  This position provides support to the Unit in their responsibilities for grants and contract management for the HIV and STI Sections.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			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.





	
	
	
	
	
	
	

		EXPERIENCE:



	
	
	
	
	

	
	
	
	
	
	
	

		
Departmental Analyst 9
No specific type or amount is required.

Departmental Analyst 10
One year of professional experience.

Departmental Analyst P11
Two years of professional experience, including one year of experience equivalent to the intermediate (10) level in state service.

Alternate Education and Experience:

Departmental Analyst 9
Educational level typically acquired through completion of high school and the equivalent of at least two years of full-time active-duty experience at or above the E-6 level in the uniformed services may be substituted for the education requirement.




	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		As listed on the Civil Service job specification. In addition:
Must have the ability to communicate well verbally and in writing with both technical and non-technical clients. Must have the ability to plan, organize and expedite projects on short timelines.  Must have experience with Microsoft Word, databases such as Microsoft Access, and Excel. Must be able to work in an environment with deadlines and some ambiguity.
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.



	

	
	
	
	
	

	
		



	
		5/26/2021



	

	
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



