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

Lansing, MI 48909
	

	
	POSITION DESCRIPTION
	


	This position description serves as the official classification document of record for this position.  Please complete this form 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

	
	TECH, MGT AND BUDGET

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

	
	State Budget Office

	
4.Civil Service Position Code Description

	10.
Division

	Financial Specialist 14
	Human Services

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


	11.
Section

	Budget and Policy Specialist
	

	
6.Name and Position Code Description of Direct Supervisor

	12.
Unit



	
	

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

	
	6th FLR, Romney Bldg, Lansing MI 48913
Monday – Friday, 8AM – 5PM
Evenings, Weekends and Holidays, as necessary



	
14.
General Summary of Function/Purpose of Position

	Develop recommendations for the Division Director, Office Director, Deputy State Budget Director, State Budget Director, and the Governor relating to the development and presentation of the annual Executive Budget for the Department of Health and Human Services.  Conduct efficiency and effectiveness reviews of programs and legislation and convey the intent of legislative and executive fiscal recommendations to state agency staff, legislative personnel and the public.  Monitor compliance with legislative intent and track new legislation for fiscal and policy effects for assigned program area(s).  Research and compile responses to financial surveys of statewide significance.

	
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 of Duty 1
% of Time
40%
EXECUTIVE BUDGET DEVELOPMENT AND PRESENTATION

	Individual tasks related to the duty.

1. Monitor budget development preparation, participate in format development and recommend revisions as appropriate for assigned policy area(s).
2. Using the SIGMA (Statewide Integrated Governmental Management Applications) budget module and the principles of performance informed decision-making, analyze budget requests, including current services base calculations and proposals for change requests; develop recommendations and prepare internal reporting documents as needed.

3. Prepare the state budget director’s recommendations for meetings with department directors and participate and explain content of recommendations.

4. Develop annual Executive Budget document information for assigned policy area(s) including final production of appropriation bill.

5. Prepare narrative publications including press releases and development of specialized charts, graphs, and data tables.

6. Ensure analytical materials (e.g., defined calculations summary, boilerplate tracking documents, and policy issue papers) that support the Executive Budget are fiscally accurate and factually correct.
7. Analyze complex funding sources, identifying inter-relationships and opportunities for fund adjustment.

8. Identify cross-agency budget issues and work to resolve technical issues independently.

9. Brief fiscal agency staff on Executive Budget recommendations.

10. Respond to legislative requests for information on specific bills and issues included in the Executive Budget recommendations.

	Duty 2

General Summary of Duty 2
% of Time
25%
LEGISLATIVE MONITORING

	Individual tasks related to the duty.

1. Using the SIGMA budget module, monitor the progress of appropriation bills and proposed legislation deliberated by the legislature and prepare regular bill analyses of modifications/substitutes including a recommended Executive position.
2. Review legislative appropriation bills upon passage for assigned policy area(s) and prepare Executive veto recommendations and signing letters for the Governor.

3. Independently resolve technical issues with fiscal agencies.

4. Represent the State Budget Office at legislative hearings and respond to legislative questions as appropriate.

5. Prepare State Budget Office positions statements for specified legislation, including fiscal and operational implications.

6. Prepare signing packages that require only minor edits prior to submission to the Governor.

7. Monitor other non-appropriation bills for potential budgetary impacts, and alert management as warranted.

8. Identify alternatives to legislative proposals in order to meet gubernatorial preferences/polices.


	Duty 3

General Summary of Duty 3
% of Time
15%
EXECUTIVE BUDGET IMPLEMENTATION AND CONTROL

	Individual tasks related to the duty.

1. Review and approve allotment plans for conformity with executive and legislative intent.  Recommend modifications to the Office Director where appropriate.
2. Monitor revenue resource availability in comparison to appropriation and revenue projections, and recommend actions as needed.

3. Review program expenditures by account in comparison to planned expenditures, and recommend actions as needed.

4. Review and develop executive recommendations for proposed appropriation adjustments, transfers, and supplemental appropriations and work project request.

5. Monitor Executive Order actions and Executive Reorganization orders and incorporate changes within budget proposals.

6. Monitor Auditor general reports related to assigned policy area(s) and monitor implementation of policy and budget issues.

7. Review and recommend approval of budgetary transactions in the statewide accounting system, including profile development, original appropriations and allotments, deducts, administrative and legislative transfers, and supplemental appropriations.
8. Lead efforts to improve office-wide processes, and independently resolve budget implementation issues impacting assigned policy area(s).

9. Complete all assignment error-free.

	Duty 4

General Summary of Duty 4
% of Time 15%
ANALYTIC AND POLICY EXPERTISE

	Individual tasks related to the duty.

1. Conduct evaluation of the effectiveness of state programs in meeting their objectives and prepare reports for executive review.
2. Direct and conduct special studies on issues having significant resource implications for state government and in assigned policy area(s); prepare reports for executive review.
3. Conduct evaluations of proposed legislation with emphasis on cost effectiveness and actual performance compared with anticipated results.

4. Develop budget proposals that achieve fiscal savings if implemented; identify potential interagency issues for resolution.

5. Develop proposals that assist in achieving gubernatorial priorities.

6. Review Attorney General opinions for fiscal and policy effects related to assigned policy area(s).

7. Advise of federal budget or policy actions that may impact on the state budget and develop proposals to take advantage of opportunities presented by federal actions.

8. Identify opportunities for state statutory changes that will impact state spending.

9. Demonstrate an in-depth understanding of the statewide revenue and budget outlook and how it impacts the budgets in assigned policy area(s).

10. Lead internal workgroups to develop solutions to office-wide projects, budgetary proposals, etc.


	Duty 5

General Summary of Duty 5
% of Time
5%
SPECIAL FUNCTIONS

	Individual tasks related to the duty.

1. Prepare responses to citizen mail and FOIA requests on programs and/or budget aspects of programs in assigned policy area(s).
2. Prepare responses to state and national surveys.

3. 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.

Responding to legislative inquiries during Senate or House committee hearings, responding to fiscal agency/partisan staff inquiries, or inquiries from special interest organizations.  Decisions are based on exercising experience, expertise, diplomacy, and judgment.

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

Policy, program and/or administrative direction or clarification.

	
18.
What kind of physical effort is used to perform this job?  What environmental conditions is this position physically exposed to on the job?  Indicate the amount of time and intensity of each activity and condition.  Refer to instructions.
The sensitive nature of the position and frequent contacts with the legislature, special interest groups, and the general public frequently crate stressful working conditions.  Recommendations made and actions requires are, at times, unpopular and meet with negative reactions from departments and agencies, legislators, and the media.  There is considerable pressure to work with multiple priorities under extremely tight time frames.  The duties may require more than a normal 40-hour work week, especially during November, December, January, and February when evening, weekend, and holiday hours may be necessary.  A significant amount of each day is spent working at a personal computer.

	
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.  (If more than 10, list only classification titles and the number of employees in each classification.)

	NAME
	CLASS TITLE
	NAME
	CLASS TITLE

	
	
	
	

	
20.
This position’s responsibilities 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.


	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?

To review and analyze operational spending in assigned policy areas and to recommend policy and budget alternatives and their probable financial and programmatic impact.  To prepare and explain the executive Budget recommendations to the Legislature and to the public.  To monitor legislative action on the fiscal and policy proposals for consistency with executive recommendations.

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

The analytical requirements of the position continue to increase with the complexity of the budgetary and policy environment associated with the Children’s Services Agency, and more broadly the Department of Health and Human Services.  These include reviewing federal monitoring requirements, assessing department progress, recommending policy changes as appropriate, and evaluating funding requests associated with the Modified Implementation, Sustainability, and Exit Plan (MISEP) as well as the new Families First Prevention Services Act (FFPSA).  The position also requires greater involvement in tracking fiscal and policy-related legislation, as well as an enhanced role in processing and approving budgetary transactions.  Moreover, this position functions as a lead worker on Health and Human Services projects and provides additional support on statewide matters within the State Budget Office.  The position is expected to operate with greater independence and self-initiative while actively participating in and contributing to high-level decision-making discussions.

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

The State Budget Office develops the Governor’s annual budget recommendation, presents the budgets to the Legislature, and implements the budget after enactment into law.  Within the State Budget Office, separate budget offices are assigned responsibility for the development and implementation of portions of the state budget.  Budget analysts serve as staff positions in the separate offices and are assigned responsibility for specific policy areas.  This position is located within the Office of Health and Human Services (OHHS) and develops policy options and fiscal recommendations for the assigned policy areas and serves as budget liaison between SBO and its clientele.

	
26.
What are the minimum education and experience qualifications needed to perform the essential functions of this position?


	EDUCATION:

Bachelor’s degree in the social sciences, preferably economics, finance, public administration, public policy, or related field.

	EXPERIENCE:

Three years of professional experience as a budget analyst in a central budget office or equivalent, including one year equivalent to a Financial Analyst P11. Familiarity with resource management issues and professional experience in evaluating public policy and budgets or other financial data is highly desirable.

	KNOWLEDGE, SKILLS, AND ABILITIES:

Energetic and self-motivated individual with an interest in the public policy decision-making process.  Proficient in Microsoft Excel and Word, strong written and verbal communication, analytic skills, and ability to thrive in a deadline=driven environment.

	CERTIFICATES, LICENSES, REGISTRATIONS:



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


Date

	TO BE FILLED OUT BY APPOINTING AUTHORITY

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



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


Appointing Authority Signature


Date

	TO BE FILLED OUT BY EMPLOYEE

	
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’s Signature


Date


NOTE:  Make a copy of this form for your records.
Page 1

