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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-COM HEALTH CENTRAL OFF

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

	
	

	4. Civil Service Position Code Description
	10. Division

	State Administrative Manager-1
	

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

	Director, Tribal Government Services and Policy
	Tribal Government Services and Policy

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

	SKRZYPCZAK, EMILY K; STATE OFFICE ADMINISTRATOR
	

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

REMOTE HYBRID

	HERTEL, ELIZABETH A; DIRECTOR
	Monday - Friday; 8am to 5pm




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		This position manages the Tribal Government Services and Policy (TGS&P) section to support and achieve the short- and long-term goals of TGS&P and MDHHS. The position serves as a section manager and advisor to the Director, Chief of Staff and Senior Deputy Directors and management level staff on policy decisions affecting Tribal Governments and Indigenous populations in Michigan. This position acts as the MDHHS liaison between Michigan’s federally recognized tribal governments, urban Indian organizations, Executive Office of the Governor (EOG), State of Michigan departments and agencies, Native American organizations, various federal agencies, and the public on Issues affecting tribal governments and Native Americans. 

This position oversees and manages MDHHS compliance with Executive Directive 2019-17, and related Executive Orders and Executive Directives. This position manages and implements the department’s Formal Tribal Consultation Policy, monitors departmental program and policy activity, and advises and assists MDHHS Administrations with EO 2019-17 compliance and federally funded program tribal consultation compliance.  This position advises the Governor’s Tribal Liaison on tribal government issues and policy related to MDHHS functions when requested and coordinates MDHHS efforts that directly affect tribal governments with EOG Tribal Liaison. The position manages the development and implementation of annual tribal government training for MDHHS employees required by ED 2019-17.  This position manages the development and maintenance of the MDHHS TGS&P web page that provides information on work done by the department that impacts tribal governments and Native Americans.  



	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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

	Manage the Office of Tribal Government Services & Policy TGS&P.  Act as tribal liaison between the Department, Michigan’s federally recognized tribal governments, urban Indian organization, the EOG, SOM departments and agencies, various federal agencies, Native American organizations, and the public.  Manage Tribal Government Services & Policy staff work to achieve long- and short-term goals.

	Individual tasks related to the duty:
	
	

	· Actively participate and serve as designated liaison between MDHHS and Michigan’s federally recognized tribes, urban Indian organization, Office of the Governor, State of Michigan departments and agencies, Native American organizations, U.S. Department of Health and Human Services Indian Health Services, and other relevant federal agencies, and the public. 
· Manage and implement the department’s Tribal Consultation Policy. 
· Receive and respond to requests for assistance or consultation from tribal governments. Initiate, schedule, and facilitate consultation with MDHHS administrations in response to requests for consultation from tribal governments or urban Indian organization. 
· Balance needs and functions as they relate to interagency collaboration and coordinate work with other SOM tribal liaisons in response to certain public health or environmental emergencies, or other relevant concerns as necessary. 
· Manage MDHHS Director’s consultation plan implementation and activities with tribal governments or urban Indian organizations, either on an individual basis or in large group consultations with individual tribal governments or groups of tribal governments and urban Indian organizations, including managing follow up actions required in response to resulting action items. 
· Manage TGS&P staff to ensure deadlines outlined in tribal consultation action plans are met. 
· Review and approve responses prepared by staff to requests from individual Indigenous citizens for assistance with programs or other issues related to their Native American status. 
· Assist with legislative strategy and communication related to tribal issues, as requested.
· Facilitate all communication between MDHHS and Tribal Governments and Urban Indian Organizations in meetings requested by tribes or MDHHS staff.

	Duty 2

	General Summary:
	Percentage:
	30

	Advise and support the MDHHS Director and senior leadership; and provide direction and support to MDHHS's program areas and department agencies with engaging effectively in formal and informal consultation with Michigan’s federally recognized tribal governments and urban Indian organization.  Advise and support MDHHS Director and senior level leadership and management staff on development of policy and program initiatives to support MDHHS/tribal government collaboration and Native American communities in Michigan.

	Individual tasks related to the duty:
	
	

	· Review and interpret existing and proposed laws, MDHHS policies, and MDHHS programs that may affect tribal governments or Native Americans.  Recommend statutory, administrative rule, or policy changes as necessary to the MDHHS Director or other MDHHS leadership, as appropriate. 
· Monitor all agency program, grant and policy development and implementation activity to advise how and when it will be appropriate to engage in consultation with tribal governments or urban Indian organization. 
· Review and assess the viability of strategic plans, initiatives, and objectives developed by various program and pilot areas.
· Manage support provided to MDHHS agencies, administrations, divisions, and program areas with initiating, scheduling, and executing consultations with tribal governments and urban Indian organizations. 
· Work in partnership with the United Tribes of Michigan to engage with tribal government leaders in consultation under certain circumstances, when necessary. 
· Conduct follow-up and provide information on issues raised at meetings between tribes and the department. 
· Provide follow up reports related to assigned projects. 
· Assist MDHHS and department agencies with development of consultation protocols specific to that entity’s federal or other program requirements and timelines to ensure that consultation occurs on a timely basis and is effective.
· Compile and draft Annual Report on MDHHS consultation activity to Governor and MDHHS Director required under Executive Directive 2019-17 prior to the Governor’s Annual Tribal Summit.

	Duty 3

	General Summary:
	Percentage:
	30

	Advise on and initiate department and program policy development and implementation specific to tribal governments, urban Indian organizations, and Native American communities and populations. Manage TGS&P staff and assign and monitor projects and research initiated to achieve TGS&P short- and long-term goals.

	Individual tasks related to the duty:
	
	

	· Initiate and develop department policies regarding work with tribal governments and urban Indian organizations, as appropriate. 
· Initiate and manage research on state and federal policy related to tribal governments, urban Indian organizations, and Native American populations. 
· Assist other MDHHS programs areas with research in support of program and policy development. 
· Advise Director and MDHHS senior management on policy decisions related to work affecting tribal governments, urban Indian organizations, and Native American populations. 
· Make recommendations on initiation of new policy initiatives affecting tribal governments, urban Indian organizations, and Native American populations to Director and other MDHHS senior management. 
· Assist MDHHS and department agencies with researching problems identified by tribal governments and urban Indian organizations within specific MDHHS administrations, agencies, and program areas and developing solutions in partnership with tribal governments, urban Indian organizations, and other interested parties. 
· Coordinate multi-agency or multi-area work on problem resolution or policy and program development in response to requests for action from tribal governments or urban Indian organizations when necessary. 
· Assist with collaboration in the development and coordination of responses with other SOM departments where intersectionality occurs, as necessary.
· Initiate and facilitate workgroups to review or develop policy or programs specific to support of tribal governments, urban Indian organizations. Develop recommendations to MDHHS Director and senior management based on workgroup activity.

	Duty 4

	General Summary:
	Percentage:
	5

	Manage TGS&P staff performance and workflow.  Perform related administrative tasks.

	Individual tasks related to the duty:
	
	

	· Develop performance goals and objectives for TGS&P staff and provide individual guidance on how to achieve them when needed.
· Work with staff to develop and maintain project assignments and workflow and establish and monitor timelines and deadlines.
· Review and approve proposed project and work plans prior to authorizing action or next steps by staff.
· Monitor and provide input to staff on performance of assigned duties on a regular basis.
· Review, edit, and approve work product before next steps, publication on web page, or elevation to higher a higher level for final approval.

	Duty 5

	General Summary:
	Percentage:
	5

	Other duties as assigned.

	Individual tasks related to the duty:
	
	

	· Represent MDHHS at federal tribal government Consultations and meetings. 
· Regularly Review grant Requests for Proposals with Financial Operations to ensure that tribal governments and urban Indian organizations are provided appropriate opportunities to receive funding.
· Represent MDHHS on task forces or commissions focused issues of importance to tribal governments or Urban Indian community issues.
· Assist tribes with special projects as requested and when appropriate that further the department’s mission and goals.









	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

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




	
	

		General staff management duties include creating and monitoring project assignments and workflow.  
Approval of staff leave requests and other administrative tasks (timesheets, expense reports).  
Review and approval of certain documents and correspondence prior to release.  
Review and approval of factual, non-controversial TGS&P web page content.
Review and approval of TGS&P coordination and scheduling of meetings with tribal governments, urban Indian organizations, MDHHS and SOM and federal departments, agencies, or other interested parties. 
Initiating research and development of new policy initiatives for review and approval of Director or MDHHS senior management as appropriate.
Development of routine internal communications and reports. 
Daily priority setting.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		Finalization of policies, procedures and strategies, and communications around sensitive issues.   
Decisions about when MDHHS Divisions or programs should be required to engage in formal consultation with sovereign tribal governments.  
Decisions about when to recommend to MDHHS Director that they engage directly in consultation with one or more sovereign tribal government. 
Decisions and recommendations about politically sensitive issues as they pertain to tribal governments or urban Indian organizations that are inside or outside MDHHS. 
Certain communications with the Governor’s Office.

	






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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.




	
	

		Standard Office Environment.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			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

	
	DEPARTMENTAL SPECIALIST-2 13
	
	DEPARTMENTAL ANALYST-E P11

	
	DEPARTMENTAL TECHNICIAN-E 8
	
	







	
	
	

		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?




	
	

	
		Ensure that MDHHS complies with Constitutional, treaty, and legal obligations to engage in meaningful and effective tribal Consultation. Manage the Tribal Government Services and Policy (TGS&P) section, and advise the MDHHS Director, Senior Chief Deputy Director for Administration, and senior management on policy and matters involving or affecting tribal governments, tribal citizens, and Native Americans. Act as MDHHS Tribal Liaison to Michigan’s federally recognized tribal governments, urban Indian organizations, Native American organizations, and the public.  Facilitate negotiations between tribal governments and MDHHS to resolve or avoid conflict.






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	No 

	
		






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		Tribal Government Services and Policy was established within the office of the MDHHS Director and staffed to achieve the goals of TGS&P and MDHHS and assure MDHHS’ compliance with legal and Treaty requirements in recognition of the sovereignty of Michigan’s federally recognized tribal governments.  TGS&P works regularly with all areas of MDHHS to support the department’s mission and goals. The position functions as a linkage between the MDHHS executive office and department administrations to ensure that MDHHS complies with the requirements of Executive Directive 2019-17, treaties and any laws affecting Indian tribes, tribal citizens, or Native Americans. This position advises all areas of the department on appropriate policy development and program activities that provide support to tribal governments, urban Indian organizations, and Native Americans.  






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			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 Administrative Manager 15
Four years of professional experience, including two years equivalent to the experienced (P11) level or one year equivalent to the advanced (12) level.

Alternate Education and Experience

State Administrative Manager 15
Education level typically acquired through completion of high school and two years of safety and regulatory or law enforcement experience at the 14 level; or, one year of safety and regulatory or law enforcement experience at the 15 level, may be substituted for the education and experience requirements.
Public health and human services experience is strongly preferred; Familiarity with and knowledge of tribal governments and Native American culture are strongly preferred.




	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		As listed on the Civil Service job specification. In addition:
Considerable knowledge of tribal governments, Native American history, and culture.
Considerable knowledge of the principles and techniques of administrative management, including organization, planning, staffing, training, and reporting.
Knowledge of the state and federal laws and legislative processes related to the duties and responsibilities of this position.
Knowledge of tribal, federal, state, and local relationships.
Ability to analyze and appraise facts and precedents in making administrative decisions to get to the source of a problem and to probe and obtain critical facts from varied sources.
Ability to recommend policies, procedures, and problem resolutions, based on evidence and knowledge.
Ability to plan, develop, and develop programs. Ability to motivate and lead others in the accomplishment of a task.
Ability to present ideas effectively at a level of style, grammar, organization, and technical construction expected at a management level.
Ability to establish and maintain effective relationships, under varied conditions, with government officials, private and public agency providers and leaders, professional personnel, and a variety of individuals at all management levels.
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.



	

	
	
	
	
	

	
		



	
		8/6/2024



	

	
	
	
	
	

	
		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



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



