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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-DPT OF HUMAN SVC CNTL OF

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

	
	Out of Home Services

	4. Civil Service Position Code Description
	10. Division

	Departmental Analyst-A
	

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

	Psychotropic Medication Analyst 
	

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

	HORATTAS, KRISTIN L; STATE ADMINISTRATIVE MANAGER-1
	Permanency and Wellbeing Unit

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

	SWEET, JESSICA; STATE DIVISION ADMINISTRATOR
	235 S. Grand Ave., Lansing, MI /  8-5 / M-F




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		This position functions as the statewide recognized resource for policy, website development/maintenance and training development/execution for psychotropic medication use and oversight for children in foster care. This position participates on a team of individuals from the Permanency and Wellbeing unit, Foster Care – Psychotropic Medication Oversight unit (FC-PMOU), pharmacy services, and with the CSA medical consultant to determine policy for foster care and training needs for a wide variety of stakeholders and partners engaged in providing treatment services for children in foster care. The goal of these efforts is to improve the health and mental health care and coordination of care for children served by 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 all activities required by the MISEP CAP to improve compliance with items related to psychotropic medication prescribed to children in foster care including project development, data collection, data analysis, and presentation.

	Individual tasks related to the duty:
	
	

	· Develop new protocols for Health Liaison Officers and child welfare staff to improve MISEP CAP 6.33 and 6.34 activities.

· Monitor and analyze all psychotropic medications in MiSACWIS for compliant documentation and submit reports to each BSC.

· Provide monthly and quarterly reports to CSA and BSC regions for informed consent and documentation compliance.

· Analyze claims and system data to improve current child welfare medical processes, policies, and supports.

· Conduct research which supports new proposals and initiatives. 

· Utilize PMOU/DMU provided data to review psychotropic medication policy compliance and support new process improvement strategies.

· Assist in compliance metrics pertaining to MISEP CAP 6.33 Psychotropic Medication Informed Consent and 6.34, Psychotropic Medication Documentation.

· Analyze results of quarterly case reads and send analysis to BSC directors.

· Assemble a Program Improvement Team of local office and central office experts to review current processes and work to develop new protocols for oversight.

· Chair the Program Improvement Team and develop case notes.

	Duty 2

	General Summary:
	Percentage:
	25

	Develop policy and forms and participate in design of system screens in MiSACWIS/CCWIS used for psychotropic oversight of children in foster care.

	Individual tasks related to the duty:
	
	

	· Write policy for the FOM-802-1, Psychotropic Medication for Children in Foster Care.

· Update and create forms and job aids for psychotropic oversight.

· Attend meetings of the Foster Care Psychotropic Medication Oversight Unit (FC-PMOU).

· Prepare Communication Issuances as needed.

· Attend MiSACWIS development and data warehouse user group meetings to ensure systems align with policy.

· Attend CSA policy meetings and coordinate with other policy writers.

· Coordinate with Juvenile Justice Division policy writers.

· Coordinate with the Bureau of Children's Coordinated Health, Policy and Supports

· Assist in the development of MiSACWIS system screens and CCWIS planning. 

	Duty 3

	General Summary:
	Percentage:
	15

	Oversee and plan events, training, and conferences.

	Individual tasks related to the duty:
	
	

	· Develop training content for utilization in the Learning Management System (LMS), in-person or virtual events, and the MDHHS website.

· Host and present training for psychotropic medications, MiSACWIS and CareConnect360 utilization, and pre-service institute (PSI) sessions for child welfare staff.

· Schedule and facilitate meetings with key personnel to plan events, maintain documentation of meetings and action steps recommended by meeting attendees.

· Manage all details of planning events, speakers, CEUs, documentation and invoicing.

· Develop event questionnaires, compile, and analyze results.

· Attend annual statewide medical and behavioral health conferences to exhibit and disperse program and policy information.

· Develop and maintain a file for all MISEP CAP activities related to psychotropic medication.

	Duty 4

	General Summary:
	Percentage:
	10

	Oversee development and maintenance of foster care/mental health websites.

	Individual tasks related to the duty:
	
	

	· Schedule and facilitate meetings with key personnel to plan web-based content, maintain documentation of meetings and action steps recommended by meeting attendees.

· Coordinate with MDHHS Office of Communications personnel.

· Perform research for the purpose of ongoing review of information resources related to the website content.

· Update content on website based on research.
Monitor web page traffic data with the assistance of the communications department. 

· Consult with similar personnel from other states on website content and newly available resources.

· Perform routine review of content and remove outdated information.

· Develop new website content, resources, and marketing materials.

· Improve accessibility, interface, and user experience of web content in collaboration with the Department of Technology, Management & Budget (DTMB) and communications.

	Duty 5

	General Summary:
	Percentage:
	10

	Provide individual outreach and technical assistance to stakeholders statewide.

	Individual tasks related to the duty:
	
	

	· Respond to questions about FOM-802-1 sent to the child welfare policy mailbox.

· Attend meetings with FC-PMOU planning committee where outreach efforts are discussed/planned.

· Meet with other stakeholders (within MDHHS, private agency partner organizations, professional organizations) to present new information/updates.

· Develop written materials for submission to publications.

· Develop visual materials as needed for vendor tables at conferences.

· Designs, implements, and documents personal computer based data collection, processing, and reporting systems.

	Duty 6

	General Summary:
	Percentage:
	5

	Other duties as assigned.

	Individual tasks related to the duty:
	
	

	· Serve as a liaison to the AG’s office, court, and appointed legal representation in the Flint Water Settlement who represent youth currently and previously in foster care. 

· Assist with lead and copper Action Level Exceedance (ALE) initiatives.

· Assist the Department of Environmental Health (DEH) with the Filters for Foster Care Providers program.

· Assist case managers with opioid medication compliance and documentation entry.

· Assist other Permanency and Wellbeing Unit projects and priorities










	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

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




	
	

		Develop and deliver presentations for internal and external groups. Provide technical assistance and information to child welfare offices, agencies, and stakeholders to support health related oversight. Determination of work priorities.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		Consults with manager on decision involving politically sensitive issues or questionable situations. Manager reviews and approves policies, work prepared for federal and state review, responses to quality assurance programs and MISEP and memo/correspondence.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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.




	
	

		Standard office environment. Walking throughout the office area and sitting at a desk while working on a computer. Lifting and carrying less than 20 pounds. Standing while providing presentations and/or trainings.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			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 serves as the statewide recognized resource for policy, program developments, oversight and technical assistance of DHHS Children’s Services Psychotropic medication oversight to improve outcomes and coordination of mental health services for children in the foster care system.






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		New






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		The Permanency and Wellbeing Unit is responsible for all health, well-being policy, programming, training and assistance to the counties and private agency partners. The unit also oversees the adoption program and residential treatment services. This position centers on the oversight of children prescribed psychotropic medication.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			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 12
Three years of professional experience, including one year of experience equivalent to the experienced (P11) level in state service.

Alternate Education and Experience

Departmental Analyst 9 - 12
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.
 
Preferred: Child Welfare program knowledge.




	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		As Per Civil Service Job Specification along with:

Ability to utilize computer processes. Ability to organize, evaluate, and present information effectively. · Ability to interpret laws, rules, and regulations relative to health of children in foster care, · Ability to present material in a public forum to field staff and stakeholders.· Ability to read and comprehend complex materials, write reports, organize work, express ideas orally and in writing, and use analytical methods and tools and research methodologies and techniques, ability to design forms, ability in reviewing and analyzing data to identify gaps in practice and/or services.

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:



	
	
	

	
	
	
	
	
	
	

		NA




	
	
	
	
	
	
	

	
		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.



	

	
	
	

	
		NA



	

	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
		
	
	
	
	

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



	

	
	
	
	
	

	
		LORA ADEE



	
		8/17/2026



	

	
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



