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1.
Position Code

DEPSPL2J90N

	
	State of Michigan

Civil Service Commission
Capitol Commons Center, P.O. Box 30002

Lansing, MI 48909
	

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


	
8.
Department/Agency

MDHHS/Health Services Administration

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

Bureau of Policy and Strategic Engagement

	
4.
Civil Service Classification of Position

Departmental Specialist  2
	
10.
Division

Program Policy Division

	
5.
Working Title of Position (What the agency titles the position)

FQHC and RHC Policy Specialist
	
11.
Section

Ancillary Services 

	
6.
Name and Classification of Direct Supervisor

Adriena Krul-Hall, SAM 15
	
12.
Unit



	
7.
Name and Classification of Next Higher Level Supervisor

Tyler Wise, SDA 17
	
13.
Work Location (City and Address)/Hours of Work

400 S. Pine

Lansing                       M-F  8-5

	
14.
General Summary of Function/Purpose of Position
This position functions as the policy specialist for the statewide publicly-funded clinic programs administered by MDHHS such as Federally Qualified Health Centers (FQHC) and Rural Health Clinics (RHC).   It has sole responsibility for independent research, design, development, implementation, administration, evaluation and defense of all statewide policy, methodology and reimbursement changes related to these programs.  It assures program compliance with complex federal/state statute or regulation and maintains program integrity through ongoing monitoring of policy activities and quality assurance activities.  This position responds both verbally and in writing to complex, non-routine issues and concerns regarding coverage and reimbursement related to clinic services, changes in funding, changes in state and/or federal statute or regulation, as well as the needs of the Program’s providers and beneficiaries. This position is the recognized agency expert for coverage and reimbursement issues related to the FQHCs and RHCs and works collaboratively with other areas of MDHHS for functions related to these public clinic types.  



	For Civil Service Use Only



	
15.
Please describe your assigned duties, percent of time spent 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   50%
Initiate, develop, and prepare innovative strategies, policies, procedures, and reimbursement methodologies and rates for the statewide Medicaid FQHC and RHC Programs.  Establish authoritative direction for all aspects of these programs by developing and implementing program policy through manual material, relevant state plan pages, and policy directives.  These documents define program content, direction, requirements, policy, procedures and methodology.  Project development is complex and establishes authoritative direction for the program.

	Individual tasks related to the duty.

· Develop innovative strategies to align medical, dental, and behavioral health policies/procedures related to community health clinic with the goals and general direction of MDHHS and the Medicaid FQHC and RHC Programs.  

· Research relevant literature regarding standards of practice to align program policy with accepted practice protocols that are evidence based.

· Determination of need and formal recommendations for changes to the Michigan State Plan, administrative rules, interagency agreements, enabling legislation, including analysis of the impact on beneficiaries, providers, access to care and provider participation.

· Review of proposals for legal and regulatory compliance, conformity with judicial precedent and consistency with programmatic goals and objectives.   Draft memorandums of agreement, memorandums of understanding, and other documents as needed.  
· Initiation and preparation of concept, issues and proposal papers. 

· Promulgate policy changes.

· Perform data collection and analysis.

· Perform calculation of financial impact and trends.  



	Duty 2

General Summary of Duty 2
% of Time

20%
Provide expert consultation and guidance on the Michigan Medicaid FQHC and RHC Programs and other special projects as assigned.  This position also represents the MDHHS/HSA at conferences and seminars; acting as guest speaker to explain/defend program policy and serving as an expert witness. Assures program compliance with all federal requirements, state laws, etc. Serves as liaison to professional organizations, advocacy groups.  The position also works collaboratively with other areas of MDHHS for functions and issues related to these public clinic types.  


	Individual tasks related to the duty.

· Represent MDHHS as the recognized authority for the Medicaid FQHCs and RHCs and serve in leadership role within and outside of the department related to clinical issues.  

· Work directly with the federal, state, and local government agencies on State Plan Amendments and other clinic-related policy issues.

· Assure program compliance with federal and state regulations and laws. 

· Provide consultation to third party payers, service bureaus, state and federal assistance programs, other state Medicaid and CHIP programs, etc.

· Serve as professional expert to explain, interpret, and clarify program policy related to public clinics.

· Serve as liaison to other professional associations for shared clinic issues and works collaboratively with other areas of MDHHS regarding issues related to these public clinic types.  
· Represent MDHHS at meetings and conferences and serve as guest speaker and/or facilitator. 

· Serve as project manager, chair special task forces or ongoing committees composed of MDHHS staff, staff from other state departments, dental and health care providers and administrators, legislative staff, etc.  
· Serve on other department advisory boards to represent the agency’s viewpoint regarding other department goals and objectives as they affect the goals and objectives of Medicaid.




	Duty 3

General Summary of Duty 3
% of Time

15%
Maintain policy and program integrity through continuous review, evaluation and monitoring of proposed and existing policies, operations, business processes and procedures, and maximize federal financial matching dollars.  Perform quality assurance activities to assure alignment with current accepted standards and those in use by other major health insurers, and requirements set forth under the Health Insurance Portability and Accountability Act (HIPAA).  

	Individual tasks related to the duty.

· Develop and implement strategies to improve effectiveness/efficiency in providing services to Medicaid beneficiaries and assuring consistency in coverage and reimbursement across all programs that interface with Medicaid such as Healthy Michigan Plan, MIChild, etc.

· Survey other payers, other state Medicaid programs, providers, and interested parties for methods to improve the delivery of services in community clinics. 

· Evaluate implemented policies and utilization patterns to project trends and identify areas where possible misuse/abuse may occur.  Refer to the appropriate area of MDHHS when further investigation or corrective action is needed.  

· Research and implement uniform billing requirements.

· Make recommendations on systems changes to ensure operations are consistent with program policy.

· Facilitate meetings with MDHHS staff to ensure that the intent of Medicaid FQHC and RHC policies are supported appropriately with consideration for third party payer issues, claims processing concerns, reference table questions, claims edits and resolution instructions. 



	Duty 4

General Summary of Duty 4
% of Time

15%
Research and respond to written and verbal communications related to all aspects of coverage and reimbursement for the Medicaid FQHCs and RHCs.   Communications may include, but are not limited to, providers, beneficiaries, advocacy groups, auditors, and legislative staff.   Other duties as assigned.


	Individual tasks related to the duty.

· Responds to complex, non-routine inquiries from internal and external sources, including MDHHS/HSA Leadership, auditors, providers, beneficiaries, legislators, advocacy groups, legislative staff, etc.   
· Research and respond to verbal and written inquiries, complaints, and requests for changing policy or procedures.
· Authors numbered letters and other communications for providers and beneficiaries to inform them of policy changes/clarifications, addition or reduction of services, or announcements of official meetings. 
· Other duties as assigned.  



	Duty 5

General Summary of Duty 5
% 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.

Most decisions are made independently, including decisions related to FQHC and RHC policy interpretation, coverage, reimbursement, and business processes, selection and prioritization of projects and determination of project scope, the approach to take in researching an issue, constructing responses to inquiries.  Decisions affect medical, dental, and behavioral health clinic providers, beneficiaries who receive services through these public clinics or related components of other programs administrated by MDHHS.  Decisions may also impact other operational areas of MDHHS.  



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

Management approval required when legislative or political direction is unclear, when issues are politically sensitive, have significant budget impact, or set an uncharted precedence. 

.


	
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.

This position requires prolonged use of a PC.   Travel to meetings and conferences in Michigan and out of state may be required.

	
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 the 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 1 through 20?  If not, which items do you disagree with and why?

Management prepared

	
23.
What are the essential duties of this position?
The essential duties include research, policy development, implementation and monitoring of Medicaid program policy related to the Medicaid FQHCs and RHCs.  This includes expenditure forecasting, serving as program liaison/representative, and assuring compliance with all state and federal regulations.



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

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

N/A

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

The Medicaid Policy Division covers the full range of substantive issues that fall under the Medicaid agency.  The policy function is driven by state program objectives but must be cognizant of federal requirements that establish the parameters for state program flexibility. The Ancillary Services Section maintains responsibility for policy development, service coverage, and leadership for a multitude of services that are covered by the Medicaid Program.  This position is responsible for research and development of program policy related to FQHCs and RHCs in the statewide Medicaid program and other publicly funded programs administered by MDHHS.  It addresses key issues through policy activities, special projects, and communications.



	
26.
In your opinion, 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.
Master’s degree preferred.

	EXPERIENCE:

Four years of professional experience, including two years equivalent to the experienced (P11) level or one year equivalent to the advanced (12) level. 
Experience with FQHCs preferred. 

	KNOWLEDGE, SKILLS, AND ABILITIES:

Proficiency in oral and written communication skills, quantitative analysis skills, organizational and leadership skills, ability to synthesize complex, detailed information, think clearly, learn quickly; and adapt to changing priorities.

	CERTIFICATES, LICENSES, REGISTRATIONS:

n/a



	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


Page 8

