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		POSITION DESCRIPTION



	
	
	

	
	
	
	
	
	
	
	



	

	
	
	
	
	

	
	
			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-OFF OF THE INSPECTOR GEN

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

	
	Bureau of Public Assistance Fraud

	4. Civil Service Position Code Description
	10. Division

	Regulation Manager-3
	Specialized Investigations Division

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

	Trafficking Manager 
	Benefit Trafficking Investigation (BTI) Section

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

	ALLEN, JENNIFER A; STATE ADMINISTRATIVE MANAGER-1
	BTI East Unit

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

	KUSTOWSKI, ANDREW M; STATE DIVISION ADMINISTRATOR
	VARIED / Monday – Friday, 8:00am – 5:00pm




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		Position functions as a first-line professional manager of professional positions in a complex work area and is responsible for management and supervision of Regulation Agents that conduct investigations into allegations of benefit trafficking and welfare fraud involving programs administered by MDHHS.  The position assists in the overall planning, development, administration and direction of fieldwork in a complex area, including fraud prevention and fraud investigation.  
The unit has regional responsibility for sensitive and complex criminal and civil investigations involving the fraudulent acquisition and use of program benefits administered by MDHHS. Senior Agents ascertain and identify the existence of sophisticated criminal conspiratorial schemes through investigations, including advanced data analytics techniques and analyzing social media posts.

Investigative staff are also responsible for criminal prosecution and/or civil recovery and repayment actions and involve criminal justice activities including surveillance, special equipment and expertise, search warrants, arrest warrants and investigative coordination with multi-state and federal law enforcement and prosecutorial agencies.
Position also directs and coordinates the development and implementation of new strategies and the associated work/review processes, system enhancements and policy changes to improve MDHHS Office of Inspector General (OIG) performance in public assistance benefit investigations, prosecutions and recovery of misspent funds.  Position monitors staff performance to achieve timely, accurate and appropriate action by subordinates.



	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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:
	45

	Directs and coordinates professional investigative staff assigned to work investigations in a complex work area involving public assistance benefit programs and potential criminal prosecution. Investigation activities include, but are not limited to fact finding, data analytics, legal and compliance analysis, criminal justice procedures, and claims identification, adjudication and disposition.  Maintains records, prepares reports, and composes correspondence relative to program integrity and accountability.

	Individual tasks related to the duty:
	
	

	· Participates in developing fraud plans for regional areas of responsibility under his/her supervision. The plan outlines audit and investigation priorities. The manager is responsible for implementing the fraud investigation plan for his/her regional area of responsibility. 
· Monitors local operations regarding conformance with work plans and the goals and objectives of the OIG. 
· Monitors incoming caseload and prioritize assignments to investigators. 
· Meets regularly with direct reports to provide guidance and assistance on caseload management and case-specific investigative planning. 
· Conducts fieldwork alongside direct reports to provide investigative guidance, assistance and on the job training. 
· Meets regularly with other managers, supervisors, and staff of OIG regarding functional activities, including specific projects and concerns. 
· Communicates regularly with program personnel and the DHHS local offices to ensure the effective and satisfactory completion of cases.
· Communicates regularly with upper management of the OIG about operational and administrative activities of significant impact and innovations and suggestions for program improvement.

	Duty 2

	General Summary:
	Percentage:
	30

	Directs and manages special and regular legal, criminal justice, and/or data analytics related investigation caseloads. Performs operation and direct access to mechanized claims processing and information retrieval from systems to analyze relevant claims, and other information obtained from other databases.  Utilizes data analysis results to identify potential fraud, waste and abuse in the public assistance benefit receiving Recipient and Provider community.

	Individual tasks related to the duty:
	
	

	· Accesses and retrieves relevant data and information directly from a multitude of data broker programs available to OIG.
· Analyzes and validates data to measure results. 
· Trains investigators in data analytic techniques. 
· Supervises and conducts detailed data analysis. 
· Reviews investigatory findings and conclusions as documented by direct reports.
· Prepares and reviews detailed written reports.

	Duty 3

	General Summary:
	Percentage:
	25

	Selects and assigns investigators, ensuring equal employment opportunity in hiring. Ensures proper labor relations and conditions of employment are maintained. Monitors staff performance, directs necessary action, and informs upper management of pertinent information. 

	Individual tasks related to the duty:
	
	

	· Participates in the selection of investigators. 
· Trains investigators in appropriate policies, procedures, and practices and provides ongoing training for non-probationary employees. 
· Supervises field investigations and reporting. 
· Ensures that staff comply with laws, regulations, policies, procedures and standards. 
· Recommends and establishes performance objectives. 
· Evaluates staff performance, including work output to ensure conformance with established objectives and priorities. 
· Writes performance appraisal for each staff member quarterly. 
· Initiates disciplinary action and recommends adverse actions up to and including separation. 
· Plans for contingency problems and emergencies.
· 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. 




	
	

		Decisions regarding the assignment, extent, resources, course and outcome of each investigation.
Identifies emerging fraud trends and implements short-term operational adjustments to manage the agent’s workload priorities.
Approves routine travel, training and resource requests for agents within the unit.
Routine communication with local offices, law enforcement or other partner agencies.
Decisions managing workload of employees and assignments given to subordinates.
Decisions regarding safety concerns of employees during an investigation.
Decisions affect direct subordinates, MDHHS employees and can affect the general public during an investigation.  MDHHS could be held accountable for inaccurate charges brought against a suspect.  MDHHS could also suffer a loss of recoverable misspent funds if an inaccurate decision is made by this position.  






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		Investigations that could be politically sensitive or come to the attention of the media.
Approval of actions taken on complex, sensitive or high impact investigations with statewide legal or policy implications.
Approval of new partnerships, coordination, or communication with external agencies on matters involving statewide fraud investigations.
Decisions that could affect other areas/divisions of MDHHS.
Decision regarding the hiring of staff, assignment of resources and any budget expenditure.
Decisions on personnel matters such as discipline, negative performance reviews, or actions that may affect the employment status of unit staff.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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.




	
	

		Public Assistance fraud investigations may require direct contact in areas where safety and security are not controlled and contact with individuals that may be involved in alleged criminal acts or who have been charged with alleged criminal acts by law enforcement authorities may be more inclined to violence and thereby create additional job hazards. This factor together with the necessity for precise and timely investigation, referral to prosecutorial authorities and presentation of evidence at criminal and administrative proceedings enhances stress. Extended use of a computer may result in eye and upper body strain. Regional coverage requires travel to address fraud prevention and detection in geographical areas.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			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.




	
	
	

		

		NAME
	CLASS TITLE
	NAME
	CLASS TITLE

	
	REGULATION AGENT-A 12
	
	REGULATION AGENT-A 12

	
	REGULATION AGENT-A 12
	
	REGULATION AGENT-A 12







	
	
	

		Additional Subordinates



	

	
	
	

	
		Three new Regulation Agent positions



	



	

	
	
	
	
	
	
	
	
	
	
	

	
			20. This position's responsibilities for the above-listed employees includes the following (check as many as apply):




	
	
	
	
	
	
	
	
	

	
		Y



	
		Complete and sign service ratings.



	
		Y



	
		Assign work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
		Y



	
		Provide formal written counseling.



	
		Y



	
		Approve work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
		Y



	
	
	

	
		Y



	
		Approve leave requests.



	
	
	
		Review work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
		Y



	
		Approve time and attendance.



	
		Y



	
		Provide guidance on work methods.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
		Y



	
		Orally reprimand.



	
		Y



	
		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?




	
	

	
		Manage and supervise Regulation Agents who conduct investigations into allegations of benefit trafficking and welfare fraud involving programs administered by MDHHS. Assists in the overall planning, development, administration and direction of fieldwork in a complex area, including fraud prevention and fraud investigation.  Directs and coordinates the development and implementation of new strategies and the associated work/review processes, system enhancements and policy changes to improve MDHHS Office of Inspector General (OIG) performance in public assistance benefit investigations, prosecutions and recovery of misspent funds.  






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		New Position






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		The unit investigates cases of fraud, waste and abuse in the programs administered by the Department and makes referrals for prosecution or administrative disposition of cases. Secondary functions include the review of administrative policies, practices and procedures and requirements to make recommendations to improve program integrity and accountability of programs administered by the Department. The position is responsible for management of a Trafficking Unit located within the Office of Inspector General.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			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:



	
	
	
	
	

	
	
	
	
	
	
	

		
Regulation Manager 13 - 15
Four years of professional experience providing regulation and investigative services equivalent to a Regulation Agent or Regulation Officer, including two years equivalent to a Regulation Agent P11 or Regulation Officer P11, or one year equivalent to a Regulation Agent 12 or Regulation Officer 12.

Alternate Education and Experience

Regulation Manager 13 - 15
Six years of experience in a criminal justice agency, corporate security setting, or the United States Armed Services providing investigative services as an investigator or sworn detective may be substituted for the experience and education.




	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		As listed on the Civil Service job specification. In addition:
Effective oral and written communication skills.  Must successfully interact with members of diverse groups.  Must be computer literate.
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:



	
	
	

	
	
	
	
	
	
	

		Valid driver's license is preferred.




	
	
	
	
	
	
	

	
		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.



	

	
	
	

	
		N/A



	

	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
		
	
	
	
	

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



	

	
	
	
	
	

	
		



	
		9/29/2026



	

	
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



