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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-CENTRAL OFF

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

	
	Audit

	4. Civil Service Position Code Description
	10. Division

	STATE DIVISION ADMINISTRATOR
	ENTERPRISE OVERSIGHT MONITORING DIVISION

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

	ENTERPRISE OVERSIGHT MONITORING DIVISION DIRECTOR
	

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

	HAVENS, SHANNAH; SENIOR MANAGEMENT EXECUTIVE
	

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

	EPKEY, AMY; SENIOR DEPUTY DIRECTOR
	235 S. Grand Ave, Suite 1000.; Lansing, MI 48933
Monday -Friday; 8-5




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		Position provides leadership to the Enterprise Oversight Monitoring Division by planning, organizing, and directing the work activities of the division. The director develops policies for the division, formulates short and long-term plans, and directs the work of subordinate supervisors. The position is responsible for directing, managing and maintaining the Subrecipient Monitoring and Internal Control Division, the Behavioral Health Programs Audit Section, the Enterprise Special Projects Section and the Department’s Third-Party Service Organization (TPSO) Inventory, Risk Assessments, and report reviews; and may be responsible for other programs and projects as requested.

The position is responsible for developing, managing, and maintaining a compliance examination/review system for the Community Mental Health Services Provider Program and Certified Community Behavioral Health Clinic (CCBHC) Program. The director has the responsibility to ensure that the audits/examinations/reviews of these program providers meet applicable federal requirements and achieve established objectives and that they are issued on a timely basis. 

The position is responsible for developing, managing, and maintaining a monitoring system related to the department’s sub recipients’ audit reports, assuring the audit reports conducted by independent CPA firms meet federal regulation requirements, and ensure the timely issuance of mandated management decisions. 

The position is responsible for developing, managing and maintaining audit/review systems (some federally-mandated), reporting for the following programs: Opioid Healing and Recovery Fund, Medicaid direct care wage add-on for Prepaid Inpatient Health Plans (PIHPs) and skilled nursing facilities, and may be responsible for other programs as requested with the Enterprise Special Projects Section. 

The position is responsible for developing, managing, and maintaining the Department’s Enterprise level TPSO Risk Assessment worksheets to determine if an external assurance report like System and Organization Controls (SOC) Reports or FedRAMP certification is required for the vendor and any of the vendor’s subservice organizations.  

The director confers with the department’s program administrators, Office of Internal Audit Services (OIAS), other state department’s Internal Control Evaluation liaisons, external partners, and representatives on matters relating to these programs, identifying the most significant components, taking into consideration the department's enterprise level program goals, and developing actions that result in improved performance, programs, and processes at the enterprise level. 




	

	
	
	
	



	



	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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:
	30

	Direct, plan, manage, evaluate, and continuously improve the overall assigned responsibilities within the division. Promote a customer-centered culture within the division.

	Individual tasks related to the duty:
	
	

	· Assure that the mission of the division is properly aligned with the enterprise level departmental mission and with current departmental goals and priorities.
· Set the overall vision, priorities, and performance expectations to ensure alignment with the enterprise level departmental goals, federal requirements, statewide standards, and audit best practices.  
· Keep abreast of changing customer needs for the most important customers, i.e. administrators of policy, field, budget, and federal regulatory agencies.
· Identify customer needs which could be met using the skilled resources of the division and design projects to meet those needs.
· Manage the data collection, analysis and reporting undertaken by the division.
· Develop priorities between projects which accurately reflect overall enterprise level departmental goals.
· Assign projects and other tasks to sections and/or teams most suited to achieve project goals.
· Assure that appropriate resources are available to sections and/or teams so that they can achieve desired outcomes.
· Represent the Division and Department on departmental task forces, strategic planning groups, corrective action groups, special project teams, process improvement teams, etc.
· Evaluate staff performance and provide support, guidance, and counseling as needed.  If necessary, follow appropriate progressive discipline steps to resolve staff performance issues that have not positively responded to prior support and counseling methods.
· Identify emerging issues and changing priorities for deploying staff activities and assignments.
· Conduct regular office-wide leadership team and section staff meetings.
· Periodically review work of the staff to assure conformance to office objectives.
· Provide training as needed to ensure staff development.

	Duty 2

	General Summary:
	Percentage:
	30

	Oversee the activities to develop, manage and maintain audit/review/compliance examination systems for the Opioid Healing and Recovery Fund, Medicaid direct care wage add-on for PIHPs and skilled nursing facilities (SNFs), Community Mental Health Services Program, Certified Community Behavioral Health Clinic (CCBHC) Program and for other program audits/reviews referred from other administrations within the department. 

	Individual tasks related to the duty:
	
	

	· Manage and maintain audit/review/compliance examination systems that comply with Federal requirements and/or Department requirements for the Opioid Healing and Recovery Fund, Medicaid direct care wage add-on for PIHPs and skilled nursing facilities (SNFs), Community Mental Health Services Program, Certified Community Behavioral Health Clinic (CCBHC) Program and for other program audits/reviews referred from other administrations within the department.
· Interact with the Opioid Healing and Recovery Fund, Medicaid direct care wage add-on for PIHPs and skilled nursing facilities (SNFs), Community Mental Health Services Program, Certified Community Behavioral Health Clinic (CCBHC) Program, and other DHHS program administrators in the management and maintenance of the audit/review/compliance examination systems to ensure needs are met.
· Oversee the formulation and implementation of audit/review/compliance examination policies and procedures consistent with federal regulations, state contract terms, and department policies.
· Ensure the integrity of the audits/reviews, as well as presentation of the reports in a way that is useful to the primary customers.
· Partner with DHHS program offices in the development of corrective action plans to address and resolve recurring systemic exceptions.  
· Recommend additional audit/review opportunities for the department in other program areas; and assist in the implementation of those efforts as appropriate.
· Ensure timeliness of audits/reviews/compliance examinations, develop methods/procedures to track audit reports/compliance exams and their timely issuance.


	Duty 3

	General Summary:
	Percentage:
	30

	Provides overall strategic leadership and oversight for the department’s Sub recipient Monitoring and Internal Control Evaluation Section. This includes setting priorities, establishing policies and procedures, ensuring compliance with federal regulations and contractual requirements, and overseeing the quality, timeliness, and accuracy of audit-report collection, review, and management decision issuance. The Director handles escalated audit issues, coordinates with department leadership and external partners, evaluates risks within sub recipient monitoring, and monitors section performance. Also, provides overall strategic leadership and oversight for developing, managing, and maintaining the Department’s Enterprise level TPSO Risk Assessment worksheets to determine if an assurance report like System and Organization Controls (SOC) Report or FedRAMP certification is required for the vendor and any of the vendor’s subservice organizations, as well as coordinating review of assurance reports/certifications that were determined high risk and in alignment with the enterprise level risk assessment.  

	Individual tasks related to the duty:
	
	

	· Provide overall leadership, direction, and strategic planning for the Sub‑recipient Monitoring and Internal Control Evaluation Section.
· Establish policies, procedures, and standards for how sub‑recipient audit reports are collected, reviewed, tracked, and evaluated.
· Ensure the section’s work complies with federal regulations, contract requirements, audit standards, and department policies.
· Oversee issuance of federally‑mandated management decisions and ensure they are timely, consistent, and accurate.
· Handle escalated audit issues, such as significant findings, questioned costs, missing audit reports, or compliance concerns requiring higher‑level resolution.
· Coordinate with other departmental offices, legal counsel, program areas, and external auditors on matters affecting sub‑recipient audit compliance.
· Evaluate risks across sub‑recipient programs and provide direction on prioritizing high‑risk audits or follow‑up activities.
· Monitor section performance, including timeliness of audit report intake, quality of reviews, and completion of management decisions.
· Provide coaching, performance evaluation, and leadership guidance to the manager responsible for day‑to‑day operations.
· Represent the section and its functions in department‑level meetings, statewide internal control councils, and external oversight reviews.
· Develop, approve, and maintain policies and procedural frameworks for assurance/SOC report intake, and management decision issuance.  This includes interpreting federal guidance, state requirements, contract provisions, and ensuring the manager implements them consistently.
· Ensure timely, accurate, and compliant management decisions are issued based on CPA audit reports and SOC examinations and resolve issues when deadlines or quality concerns arise.
· Coordinate with other department leadership and external partners, including: DHHS program offices, Financial oversight units, legal counsel, Statewide accounting/financial management offices and External auditors or CPA firms, ensuring smooth processing of reports and alignment across multiple regulatory domains.
· Monitor section performance and compliance metrics, including timeliness of report collection, review quality, assurance/SOC report compliance, and follow‑up on corrective action.

	Duty 4

	General Summary:
	Percentage:
	10

	Promote a customer-centered culture within the division.

	Individual tasks related to the duty:
	
	

	· Establish service standards, response time guidelines, and accountability measures.
· Model customer‑centered behaviors and reinforce them in daily operations and decision‑making.
· Provide staff training focused on customer service, communication, and problem‑solving.
· Work with managers to ensure performance metrics are developed for all staff within the division to measure performance in a remote work environment.
· Ensure division policies and procedures reflect commitment to customer needs.









	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

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




	
	

		This position is expected to make decision regarding staffing allocation, prioritization of work, development of audit/review/compliance examination systems and identifying and implementing process improvements. 







	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		Decisions that require new resources or a major resource shift; decisions that deal with politically sensitive program areas or controversial issues; decisions where programmatic or fiscal impacts of the decisions and tasks are significant and far-reaching.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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.




	
	

		Typical office environment.  Considerable work at a computer terminal.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			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

	
	STATE ADMINISTRATIVE MANAGER-1 15
	
	AUDITOR 12

	
	STATE ADMINISTRATIVE MANAGER -1 15
	
	

	
	STATE ADMINISTRATIVE MANAGER-1 15
	
	

	
	
	
	







	
	
	

		Additional Subordinates



	

	
	
	

	
		



	



	

	
	
	
	
	
	
	
	
	
	
	

	
			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?




	
	

	
		The director leads the Enterprise Oversight Monitoring Division by planning, organizing, and directing its work. This includes setting policies, developing short- and long‑term plans, and supervising multiple sections such as Subrecipient Monitoring and Internal Control, Behavioral Health Programs Audit, Enterprise Special Projects, and the Department’s TPSO inventory and risk assessment activities. The position oversees compliance review systems for Community Mental Health and CCBHC providers, ensuring examinations meet federal requirements and are completed on time.
The director manages the monitoring system for subrecipient audit reports, ensuring CPA‑performed audits meet federal standards and that required management decisions are issued promptly. They also oversee federally mandated and other audit/review systems related to programs such as the Opioid Healing and Recovery Fund and Medicaid direct care wage add‑ons.

Additionally, the position is responsible for maintaining enterprise‑level TPSO risk assessments to determine whether vendors require assurance reports like SOC or FedRAMP. The director collaborates with program administrators, internal audit services, other state departments, and external partners to address key issues and develop actions that improve enterprise‑level performance, programs, and processes.







	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		New Establishment 






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		The function of the work area is to perform audits and reviews of providers of multiple Department-administered programs to evaluate the providers’ effectiveness and accuracy in reporting their financial activity to the Department, and to evaluate compliance with other contractual and regulatory requirements.  The work area is responsible for overseeing the Subrecipient Monitoring and Internal Controls Section, Behavioral Health Programs Audit Section and the Enterprise Special Projects Section, maintaining a monitoring system related to the sections audit reports, assuring the audit reports meet federal regulation requirements and the issuance of mandated management decisions.  The work area is also responsible for providing enterprise level risk-based assessment tools and monitoring techniques for the Department’s TPSOs to ensure compliance with federally and state mandated requirements. 
This position provides leadership to the sections of the division; and works closely with department program administrators and managers, and external partners to identify the most significant program components, taking into consideration the department's enterprise level goals, and developing actions that result in improved performance, programs and processes.







	

	
	
	
	
	
	
	
	
	
	
	

	
	
			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:



	
	
	
	
	

	
	
	
	
	
	
	

		State Division Administrator 17
Two years of experience as a professional manager or program/staff specialist, or equivalent experience.

Alternate Education and Experience

State Division Administrator 17
Education level typically acquired through completion of high school and three years of safety and regulatory or law enforcement experience at the 14 level; or, two years of safety and regulatory or law enforcement experience at the 15 level, may be substituted for the education and experience requirements.




	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		• Demonstrated senior leadership skills
• Ability to effectively plan, organize, manage, coordinate, and expedite division activities 
• Ability to formulate policies and procedures related to complex programs 
• Ability to supervise the work of others
• Ability to develop and provide leadership to partnerships both within the department and with local agencies
• Ability to communicate effectively both orally and in writing and to make presentations to administrators and large groups
• Analytical skills
• Program and project development and implementation skills
• Training ability is desirable
• Ability to work in a consulting role




	
	
	
	
	
	
	

		CERTIFICATES, LICENSES, REGISTRATIONS:



	
	
	

	
	
	
	
	
	
	

		See job specifications




	
	
	
	
	
	
	

	
		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.



	

	
	
	
	
	

	
	
	
		



	

	
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



