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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)

	
	Office of Inspector General

	4. Civil Service Position Code Description
	10. Division

	Student Assistant-E
	

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

	Student Assistant
	

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

	GRIJALVA, NANCY; STATE ADMINISTRATIVE MANAGER
	

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

	SAMPSON, STACIE L; SENIOR DEPUTY DIRECTOR
	TBD / 20 hours per week




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		This Student Assistant position, under direct supervision, serves as the main point of contact for the Office of Inspector General Fraud Hotline. Responsibilities include answering, screening, and directing all calls made to the Fraud Hotline appropriately. This position gathers information from callers regarding beneficiary welfare fraud complaints and directs the complaints to the appropriate specialized OIG unit or enters them into the Michigan Inspector General System for processing. 



	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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:
	75

	This position is responsible for answering and screening calls that come into the Office of Inspector General’s Fraud Hotline and assisting the public in filing welfare fraud complaints, while maintaining professionalism and confidentiality. 

	Individual tasks related to the duty:
	
	

	· Screening the call to determine if it is OIG related or needs to be directed to another area. 
· Determining if the complaint is public assistance recipient fraud or Medicaid provider fraud. 
· Directing callers to the appropriate welfare fraud reporting form.
· If the caller is unable or unwilling to complete the appropriate online form, this position is responsible for obtaining all the necessary information for a complaint.
· Maintaining records tracking calls received and the steps necessary to resolve the call.
· Seeking assistance when necessary.
· Taking phone messages for OIG staff as necessary.
· Checking voicemail boxes and returning calls as necessary.

	Duty 2

	General Summary:
	Percentage:
	20

	This position is responsible for researching and entering recipient public assistance benefit fraud complaints into the Michigan Inspector General System (MIGS).

	Individual tasks related to the duty:
	
	

	· Knowledge of how to navigate Bridges and interpret the information identified.
· Determining if the complaint is actionable or not. If not actionable, entering the complaint information into the Unassigned Complaint Log.
· Knowledge of MIGS including how to search, enter, and save records.
· Knowledge of MDHHS public assistance benefits and OIG investigations.

	Duty 3

	General Summary:
	Percentage:
	5

	Other duties as assigned. 

	Individual tasks related to the duty:
	
	

	









	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

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




	
	

		The Student Assistant answers and directs calls as deemed necessary. The student is required to use judgment in the performance of the work.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		Decisions regarding priorities, internal procedures or policy questions, and issues not already addressed by available resources.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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.




	
	

		Requires sitting for extended periods time at desk station. 






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			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?




	
	

	
		Answering, screening, and directing all calls made to the Fraud Hotline appropriately.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
			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?




	
	

	
		OIG is established as a criminal justice agency in the MDHHS. 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. Position answers, screens, and directs all calls made to the Fraud Hotline appropriately.






	

	
	
	
	
	
	
	
	
	
	
	

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



	

	
	
	
	
	
	
	

		EDUCATION:



	
	
	
	
	

	
	
	
	
	
	
	

		Current enrollment in high school, vocational or technical school, or post-secondary educational institution.





	
	
	
	
	
	
	

		EXPERIENCE:



	
	
	
	
	

	
	
	
	
	
	
	

		
Student Assistant A
No specific type or amount is required.




	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		As listed on the Civil Service job specification. In addition:
Knowledge of basic phone etiquette, customer service skills
Skilled in using a Windows-based computer system
Ability to clearly communicate both written and orally
Ability to work independently but also take direction professionally and appropriately following that direction
Good organizational skills with ability to prioritize and handle multiple tasks
Ability to determine what information is worthwhile to pursue
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:



	
	
	

	
	
	
	
	
	
	

		None




	
	
	
	
	
	
	

	
		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.



	

	
	
	
	
	

	
		



	
		12/15/2025



	

	
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



