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1. 

	
	State of Michigan

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

	Vacant
	Department of Health and Human Services

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

	
	Bureau of Audit

	
4.Civil Service Position Code Description

	10.
Division

	Secretary 9
	Compliance

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


	11.
Section

	Secretary 
	FAP Quality Control

	
6.Name and Position Code Description of Direct Supervisor

	12.
Unit



	Denise Holland, State Administrative Manager 15

	

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

	Joshua Larsen, State Division Administrator 17
	   Grand Tower
   235 S. Grand Ave., Lansing, MI 48933
   Monday-Friday, 8:00 a.m.-5:00 p.m.

	
14.
General Summary of Function/Purpose of Position

	This position provides administrative support function for and serves as a management assistant to the Food Assistance Program (FAP) Quality Control Section and the Internal Control Section.  This position may perform a variety of administrative support tasks such as composing correspondence, creating and revising forms, handling mail, answering telephones, and scheduling meetings.  It also handles the preparation of outgoing monthly review sample assignments and processes incoming reviews after field work completion.  The position assists the division statistician in review of reports and calculations as well as serving as a liaison to the Federal Quality Control reviewers.  This position maintains extensive files of FAP quality control case reviews, TANF work participation rate reviews, and other special project results according to federal and state requirements. 

	
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
25
Perform a full range of support duties for the FAP Quality Control and the Internal Control areas, including administrative functions using independent judgment in making decisions.


	Individual tasks related to the duty.

· Receive phone calls from staff, outside agencies and divisions, making preliminary assessments of importance, handling some matters personally and directing others to proper staff.  

· Maintain contact lists of local offices, business service centers, Workforce Development Agency, and policy staff.

· Assist in organizing and maintaining work flow procedures and priorities; provides recommendations for improving efficiency and economy of operations.

· Compose, format, prepare, and edit correspondence and reports with some latitude as to content.

· Prepare minutes of meetings from notes and / or recordings. 

· Proofread and correct prepared materials for correct grammar, format, completeness, and content.

· Assist in creating and revising forms; propose procedures, formats and standards for office correspondence; and coordinate the completion and routing of the office correspondence.

· Open, sort, and distribute incoming mail and reports, directing to appropriate staff. 

· Prepare outgoing mail daily and prepares shipments via UPS or other delivery methods.

· Schedule and arrange meetings and conferences for professional and management staff, notify interested parties, handle conference call connections, and make travel reservations as needed. 

· Assist with timekeeping functions in SIGMA and in the Bureau’s internal time tracking system. 

· Act as the backup to the Division’s Executive Secretary.



	Duty 2

General Summary of Duty 2
% of Time
25
Preparation of outgoing monthly review sample assignments and processing incoming reviews after the field work is completed. 



	Individual tasks related to the duty.

· Assemble review packets, distribute packets, and mail notification letters to clients. 

· Perform inquiries in Bridges or other systems and provide information to reviewers.

· Scan client response letters and disseminate to reviewers.

· Log completed reviews in automated QC systems.

· Process complete and error reviews as they come in; scan results and email to appropriate Administrations, Departments, local agencies, and business service centers. 

· Prepare and maintain spreadsheets for TANF committee meetings, track review completeness, and send committee findings to appropriate parties.    




	Duty 3

General Summary of Duty 3
% of Time
30
Development and maintenance of files and filing system.


	Individual tasks related to the duty.

· File hard copy documents and confidential review packets.

· Enter, retrieve, update, verify, and delete information from electronic files. 

· Retrieve review packets on a per request basis for internal and external parties such as managers, program policy offices, and Auditor General. 

· Organize files for required sample month review storage.

· Coordinate and complete record center activities such as preparing documents to send, shipping to, retrieving from, and maintaining record center document logs. 

· Assist in establishing record retention schedules.

· Monitor storage and file needs.

	Duty 4

General Summary of Duty 4
% of Time
10
Liaison for the State of Michigan QC and Federal reviewers.



	Individual tasks related to the duty.

· Pull, prepare, and upload review packets for federal re-reviews as requested by the federal agencies. 

· Track all federal reviews requested and status of requests.

· Locate all pertinent information and attach to individual reviews.


	Duty 5

General Summary of Duty 5
% of Time
5
Assist the statistician in review of reports and calculations.


	Individual tasks related to the duty.
· Review and edit reports for the Food Assistance Program to ensure accuracy. 

· Review and edit reports for the Temporary Assistance for Needy Families to ensure accuracy.

· Assists in developing, editing, and disseminating reports of Division activities.  



	Duty 6

General Summary of Duty 6
% of Time
5
Assist in performing functions, when necessary, for all staff.



	Individual tasks related to the duty.

· Gather data for surveys or performs research on special subjects or projects.

· Anticipate and maintain office supply needs for Central office and Outstate staff. 

· Make recommendations regarding the purchase of office equipment.

· General maintenance of office equipment, including copiers. 

· Perform 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.

· Decide priorities of multiple tasks that may have parallel deadlines. Completion of work in the proper order results in meeting division and departmental deadlines and maximum efficiency in the work flow for all programs. 

· Decide which staff concerns can be handled independently and which need to be referred to the manager or director. 

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

· Change in the scope of a project or task that impacts the time needed to complete the assignment. 
· Appointments, meeting arrangements, or commitments made for the Director, managers, or professional staff. 



	
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 employee works in a general office setting. 



	
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?


	
23.
What are the essential functions of this position?

· Administrative support for the FAP Quality Control and Internal Control sections. 

· Issuing review assignments, processing forms, reviews and correspondence, receive completed reviews from staff, and sending review results.

· Development and maintenance of accurate filing system and electronic / paper record retention.

· Serve as a liaison between our division and the Federal Quality Control review staff. 
· Ensures all staff have necessary supplies and equipment to perform their jobs. 

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

No changes since the 2021 version. 

	
25.
What is the function of the work area and how does this position fit into that function?
The Compliance Division fulfills statutory requirements that every state conduct independent quality control reviews in accordance with federal statutes and regulations governing the Food Assistance Program and is responsible for the collection of data for the federally-mandated reporting for the Temporary Assistance for Needy Families Program.  The Division conducts reviews which measure the validity and accuracy of recipient eligibility and benefit decisions, analyzes results for evidence of systemic weakness or unacceptable process variation and works with administrators and managers across DHHS and the Workforce Development Agency to develop corrective actions that result in improved performance, programs and processes. The Division also monitors, evaluates, and assesses the effectiveness, efficiency, and integrity of various DHHS programs by conducting, through professional and independent audit staff, external audits, reviews, data analysis, and special projects.  The person in this position is responsible for providing administrative support to the division. 

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

	EDUCATION:

High school diploma at minimum. 

	EXPERIENCE:

Four years of office experience involving administrative support practices, including one year equivalent to advanced 8-level administrative support work, or equivalent to a Secretary E8, or Legal Secretary E8.

OR

Four years of office experience involving administrative support practices, including two years equivalent to experienced E7-level administrative support work, or equivalent to a Secretary 7, or Legal Secretary 7. 

	KNOWLEDGE, SKILLS, AND ABILITIES:

· Proficiency in the use of Microsoft programs and Outlook.
· Ability to follow, apply, interpret, and explain instructions and complex rules, policies, and procedures.

· Ability to analyze and assess services and operations for quality, efficiency, and effectiveness and to make recommendations for improvements. 

· Excellent communication skills, both written and oral. 
· Knowledge of organization, work flow, staffing, forms and procedures.

· Knowledge of the use and make up of forms.

· Familiarity with program areas. 

· Ability to perform professionally under stressful situations and cope with pressure of deadlines.

· Ability to work as a team member. 

	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.
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