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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-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 AGENT-A
	SPECIALIZED INVESTIGATIONS DIVISION (SID)

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

	SENIOR AGENT
	IDENTITY FRAUD INVESTIGATION SECTION (IFIS)

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

	ELLIS, SHAWN; STATE ADMINISTRATIVE MANAGER-1
	

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

	KUSTOWSKI, ANDREW; STATE DIVISION ADMINISTRATOR
	VARIED / Monday - Friday; 8am to 5pm




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		As a senior level investigator, this position performs a full scope of professional regulation assignments with complete responsibility for the most complex, sensitive, and difficult criminal, civil, and administrative investigation assignments involving all Department programs. This position conducts investigations for the Office of Inspector General that are the most complex or of a sensitive nature requiring an in-depth knowledge of the Michigan Department of Health and Human Services policies, procedures, rules, and regulations.  Identity Fraud Investigation Section (IFIS) Agents conduct comprehensive and multifaceted criminal and civil investigations involving the fraudulent acquisition and use of Department program benefits.  IFIS agents uncover and expose the existence of sophisticated criminal conspiratorial schemes by employees, contractors, businesses, vendors and recipients through comprehensive investigations, analyzing social media presence, and employing advanced data analytics.  Establish the nature of offenses committed and initiate criminal, civil and administrative action to resolve the most intricate criminal and civil allegations and recover program funds. Initiate complex complaints and investigations involving identity theft, stolen benefits, trafficking of program benefits, multiple suspects, and multilateral cooperation with local, state and federal law enforcement agencies across various jurisdictional venues. Develop recommendations to address fraud vulnerability and organizational control and accountability relating to program law, regulation and policy and procedure.



	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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:
	50

	Conduct comprehensive and multifaceted criminal and civil investigations, that are the most complex or sensitive in nature, involving the fraudulent acquisition and use of Department program benefits.  Leads and directs the appropriate criminal, civil, and administrative actions for these complex investigations. 

	Individual tasks related to the duty:
	
	

	· Define and plan the scope and objectives of the most complex investigations related to violations of general criminal statutes, including trafficking of Department program benefits, conspiracy and identity theft, that often involve multiple suspects and coinvestigation with federal, state and local law enforcement agencies and jurisdictions statewide.  
· Determine the investigative course through extensive planning, organization, and identification of investigative priorities.  
· Identify, collect and control the chain of evidence, conduct witness and suspect interviews, and prepare and maintain accurate records of investigations.    
· Interpret laws, rules, policies and procedures to analyze more complex factual, technical and legal aspects of allegations.
· Draft, generate, obtain and serve subpoenas and search warrants.  
· Collaborate with prosecutors, agency administrators and managers to resolve the most complex complaint issues.  Develop and recommend integrity and accountability improvements to prevent waste, fraud and abuse of programs administered by the Department.
· Review and analyze complex case elements through a thorough knowledge of criminal law and criminal justice procedure to determine the merits of the evidence.  Review and clarify complex case elements with law enforcement officers, administrators, prosecutors, defense attorneys, judges and agency administrators.  
· Maintain the highest standard and discretion in the identification and collection of evidence from diverse sources, including grand jury deliberations, search warrants, computer information systems, public and private business and financial accounting systems and records.
· Prepare warrant requests, witness and evidence lists for criminal complaints, testify at criminal, civil and administrative proceedings and work directly with administrators and prosecutors to resolve complaints.
· Prepare comprehensive reports and provide recommendations to resolve program integrity and accountability issues and prevent waste, fraud and abuse of programs administered by the Department.

	Duty 2

	General Summary:
	Percentage:
	30

	Conduct comprehensive administrative investigations involving the fraudulent acquisition and use of Department program benefits. Leads and directs the course of action of these complex investigations.  

	Individual tasks related to the duty:
	
	

	· Analyze Department documents and benefit use records to identify intentional violations of Department benefit programs.  
· Maintain the highest standard and discretion in the identification and collection of evidence and preservation of confidential information.
· Draft, generate, obtain and serve administrative subpoenas.  
· Determine statute and regulatory violations and identify program areas and monies wasted, abused or stolen. 
· Analyze tax records, bank records, business records, credit reports and other financial data to trace funds and determine ownership of money and real and personal property. Determine if facial recognition, forensic electronic examinations and forensic handwriting examinations are essential to the validity of proofs.
· Evaluate data to identify relevant and material evidence and identify suspects.  Collect and preserve evidence obtained from agency records and databases, retailers, vendors, and witness and suspect statements, government agencies and other sources to substantiate intentional program violations related to the misuse of Department program benefits.   
· Identify, collect and control the chain of evidence, conduct witness and suspect interviews, and prepare and maintain accurate records of investigations.    
· Calculate the amount of fraud through analysis of evidence and application of Department program eligibility standards and contract and business requirements.
· Prepare comprehensive reports, compile evidence and identify witnesses in preparation for administrative hearing actions.  
· Testify at administrative proceedings to substantiate intentional program violations and work directly with administrators, prosecutors, defense attorneys and law judges to resolve complaints.   
· Conduct investigations into complaints of Medicaid beneficiary fraud and various other investigations in support of administrative needs, as determined by the Department.
· Prepare comprehensive reports and provide recommendations to resolve program integrity and accountability issues and prevent waste, fraud and abuse of programs administered by the Department.

	Duty 3

	General Summary:
	Percentage:
	10

	Develop and conduct complex data analysis to uncover and document evidence of fraudulent activity including the identification of trafficking, stolen benefits, and identity theft schemes involving criminal organizations beyond the recipients associated with Department programs.    

	Individual tasks related to the duty:
	
	

	· Conduct comprehensive data analysis to uncover and document evidence of fraudulent activity, including comprehensive analysis of retailer and recipient transaction records, to identify patterns of fraudulent conduct and schemes.
· Gather data from Department programs, including benefit records, transaction logs, recipient purchase data, system logs, business records, banking transactions, and redemption records.
· Develop protocols and processes for identifying and documenting fraudulent activity in social media forums. 
· Identify patterns indicative of fraudulent activity, such as unusual transaction activity and irregular benefit usage.
· Use predicative modeling and statistical techniques to detect anomalies or trends linked to intentional misuse and abuse of program benefits. 
· Compare Department data against external data sources, law enforcement databases and business records to identify connections between recipients and known criminal organizations.

	Duty 4

	General Summary:
	Percentage:
	10

	Respond to inquiries, compile data, make presentations and give lectures relating to the most complex fraud investigations. Provide reports, information and interaction with courts, professional groups, law enforcement agencies, the public and other agencies relating to Department programs, policies, legal interpretations and investigative activities. Provide recommendations for training and development of experienced level agents related to complex and critical investigations.

	Individual tasks related to the duty:
	
	

	· Develops and participates in education and training programs for program integrity and internal control within all business areas of MDHHS. 
· Trains other OIG agents, Managers and MDHHS staff on fraud awareness.
· Develop training materials relating to new policy and procedures for other agents.
· Provides on the job training and directs other agents on the more complex and high impact investigations.
· Based on investigation findings, develops and presents recommendations for the improvement in the integrity and accountability of programs administered by the department.
· Research, develop, and train experienced level agents on investigative techniques, evidence collection and preparation of investigative reports related to data analysis in complex investigations. Provide training in the preparation of in-depth investigative reports.
When selected as a designated on-the-job trainer for OIG’s Training Institute (OTI), individual tasks include:
· Provides targeted on-the-job training and evaluation of OIG employees.
· Adheres to the demonstrated training content agreed upon by the division director.
· Clearly communicating the expectations of training, teaching the trainee the policies, procedures, and best practices of the administration.
· Correctly applying concepts learned in the classroom to training and evaluate the trainee on their progress in the program.
· Provides written and oral feedback on the OIG employees’ performance during the training period.
· Completes Weekly Observation Reports, Field Observation Reports, recommendations for improvements or other noted accolades for OIG employees.









	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

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




	
	

		IFIS agents utilize knowledge, experience and expertise to independently determine the course of sensitive and critical investigations.  IFIS agents are required to independently analyze data and information provided through external referrals to ensure the veracity of the allegations prior to the initiation of complex criminal and administrative investigations.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

	
		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.
Decisions that could affect other areas/divisions of Department.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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.




	
	

		IFIS investigations focus on individuals involved in multiple types of felony crimes which enhance the potential for violent confrontations.  IFIS agents partner with multiple federal, state and local law enforcement entities to ensure all criminal behavior is addressed as a result of information uncovered during the course of an investigation.  These often include previously convicted felons and persons involved in unrelated offenses; including drug distribution, organized criminal conspiracies and gang activity, creating an additional job hazard.  Criminal investigations of this nature also involve added investigative and procedural pressures which enhance agent 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.




	
	
	

		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?




	
	

	
		Senior agents of the Identity Fraud Investigation Section function as experts concerning the laws, regulations, policies and procedures impacting Department programs and conduct the most complex investigations requiring a thorough knowledge of criminal justice process and procedure. The essential duties of this position are to review and analyze complaints of alleged fraudulent acquisition and use of Department program benefits.






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		The section serves as a criminal justice agency within the Department of Health and Human Services. The primary function is to investigate cases of fraud, waste and abuse in the programs administered by the Department and make 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 investigating the most complex criminal and civil complaint issues of fraud waste and abuse within programs administered by the Department and functions as a senior agent.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			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.
Preferred: Possession of a bachelor's degree in criminal justice, criminology, law enforcement, police administration, security and loss prevention, or a related field.




	
	
	
	
	
	
	

		EXPERIENCE:



	
	
	
	
	

	
	
	
	
	
	
	

		
Regulation Agent 12
Three years of professional experience providing regulation and investigative services equivalent to a Regulation Agent, including one year equivalent to a Regulation Agent P11.

Alternate Education and Experience

Regulation Agent 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.

OR

Two years of experience as an investigator or detective in a law enforcement, US Armed Services, or private agency conducting criminal investigations or corporate investigations including fraud, embezzlement, and security threats may be substituted for the education and experience required at the entry level; three years of such experience may be substituted at the intermediate level; four years of such experience may be substituted at the experienced level, and five years of such experience may be substituted at the advanced level.




	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		As listed on the Civil Service job specification. In addition:
Employees must demonstrate exceptional written and oral communication skills and have established a pattern of high professional performance as an agent or lead agent. Must be computer literate.  Must also have a thorough knowledge of criminal and civil laws, rules and regulations as well as a record of maintaining the highest standard and discretion while conducting investigations. Employees must demonstrate a history of independent judgement and decision making, self-management, personal discipline and integrity, professional knowledge and skill development, and an ability to identify and fulfil organizational objectives.
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 Michigan Driver’s License preferred. Prior Michigan Commission of Law Enforcement Standards (MCOLES) certification 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.



	

	
	
	
	
	

	
		



	
		8/1/2025



	

	
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



