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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

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

	
	Policy and Planning

	4. Civil Service Position Code Description
	10. Division

	Departmental Analyst-E
	Health Care Workforce 

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

	
	Office of Nursing Programs

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

	Klein, Casey; State Administrative Manager
	

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

	Myers, Amber; State Division Administrator
	333 S Grand Ave, Lansing,  Michigan  48933  / Monday-Friday; 8:00 – 5:00




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		This position will function as a Departmental Analyst in the Office of Nursing Programs: Nursing Safety and Workforce Planning within the Health Care Workforce Division, responsible for supporting a continuous supply of adequately prepared direct care nurses, nursing faculty and nursing educational programs and promoting safety in the places where nurses work. This position is also responsible for assisting in various other related policy and planning activities within MDHHS.



	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			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:
	25

	Designs surveys and other data collection tools and evaluates and reports results of data gathering efforts regarding nursing education and the licensed nursing workforce in Michigan. 

	Individual tasks related to the duty:
	
	

	· Create, distribute and evaluate surveys.
· Collect data to monitor characteristics of nursing education and the nursing workforce. Prepare tables   and figures presenting data and participates in the development of an associated report summarizing notable findings.
· Assures nursing safety and workforce planning through participation in various programmatic activities such data collection and analysis, creating reports, drafting correspondence and developing presentations.
· Develops statistical and program specific data collection processes, monitoring timelines and;
· Creates associated reports with formulas and/or rules to assist with monitoring and evaluating achievement of program objectives.

	Duty 2

	General Summary:
	Percentage:
	10

	Collaborates with management, develops and recommends alternative state and departmental strategies to address and resolve a variety of issues and problems. Evaluates organizational and/or operational needs and recommends solutions.

	Individual tasks related to the duty:
	
	

	· Research issues that impact the nursing workforce and safe and equitable delivery of health care services and make recommendations regarding alternatives for addressing identified issues.
·  Research, analyze and communicate existing and proposed laws, standards, policies, and procedures as they relate to the education and practice of the nursing profession

	Duty 3

	General Summary:
	Percentage:
	30

	Provide support for grant/contract development, and administration, documenting and editing publishable reports and qualitative and quantitative outcomes analyses. 

	Individual tasks related to the duty:
	
	

	· Participates in drafting request for intent (RFI) and request for proposal (RFP) submissions and documentation of answers to associated questions within applicable departmental standards and timelines.
· Establishes monitoring timelines, creates associated data collection forms for tracking grantee activities, collects data and monitors for timely completion of grant/contract outcomes per workplan specifications identifying the need for modifications to plans and negotiating appropriate changes with grantees. 
· Participates in project management providing oversight for report submission, monitoring for completeness and appropriateness of documentation, reviewing, tracking, and accessing information on the MDHHS electronic grant system.
· Evaluates grantee expenditures and adherence to timelines and recommends updating the workplan and/or re-budgeting if necessary.
· Participates in review and approval of content contained in annual reports and conformance to project plans as well as determination of when they are ready for submission for supervisory and Communications approvals.
· Participates in documentation of publishable qualitative and quantitative reports of findings.
· Represents MDHHS-ONP in calls and meetings related to program activities.
· Maintains ONP presence on MDHHS website.

	Duty 4

	General Summary:
	Percentage:
	25

	Plan and host in-person and virtual stakeholder events and meetings including documentation and communication of goals and objectives of the events, formation and facilitation of planning committees of stakeholders with appropriate backgrounds, identification of qualified speakers, presentation formats, venues and formats for events, and facilitation of the events themselves.

	Individual tasks related to the duty:
	
	

	· Assists with design and dissemination of marketing and meeting materials, planning, recruiting speakers, registration, facilitation and documentation of outcomes for events and meetings.
· Develops, updates and maintains documentation of policies and procedures related to virtual environments, planning, hosting and maintaining records of events and meetings.
· Manages contracts and payments related to hosting events and meetings, identifies and secures appropriate speakers, cross-sectional Departmental collaborators, stakeholders and venues in support of events and meetings.
· Present data or analysis and obtain specific input from stakeholders and use it to design or analyze the outcomes of current efforts or develop plans for future efforts
· Develop meeting content, summarize meeting content discussed and provide wrap up statements, suggest approaches.

	Duty 5

	General Summary:
	Percentage:
	10

	Other miscellaneous 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. 




	
	

		· Communicating with program participants and staff from other departments regarding applications and documents. 
· Prioritizing assignments to ensure activities are performed timely and efficiently. 
· Providing support and assistance to participant related issues raised.
· Reviewing, organizing and maintaining program documentation






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

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




	
	

		· Establishing priority of assignments if there are conflicts. 
· When a question arises not covered by a clear policy. 
· Submitting documentation for departmental approvals
· Documentation submitted for second level supervisor approval or approval by other areas within MDHHS.
· Selection of final locations for events.  
· Any actions affecting policy or procedural changes 
· Projects that have the potential to impact other parts of the Department or state government. 
· Correspondence to nursing stakeholders 
· Decisions that are legally, politically, or financially sensitive






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		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.




	
	

		Regular sitting, standing, walking and use of a computer. Environmental conditions are consistent with that of a normal 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.




	
	
	

		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?




	
	

	
		This position researches, develops and monitors efforts in the Office of Nursing Programs: Nursing Safety and Workforce Planning within the Policy and Planning Bureau of the Policy, Planning and Operational Support Administration. This position will plan, promote, host, evaluate and disseminate the outcomes of contracts, grants, meetings and demonstration projects, as well as research, collect, analyze, maintain, disseminate and prepare reports of policies, data and notable findings






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		N/A






	

	
	
	
	
	
	
	
	
	
	
	

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




	
	

	
		The Office of Nursing Programs section provides collaborative support and efforts to the recruitment and retention of Michigan's nurses and analyzes and studies the supply of nurses for current and future demand. Additionally, the section supports a continuous supply of direct care nurses, nursing faculty and nursing educational programs and ensure the safety of nurses and the patients for whom they provide care. This position provides support for collection and analysis of partner input and research, development and execution of pilot projects to inform policies and safe practices regarding nursing education and the practice of nursing.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			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.
A bachelor’s degree in a health or data analysis field is preferred. 
 






	
	
	
	
	
	
	

		EXPERIENCE:



	
	
	
	
	

	
	
	
	
	
	
	

		
Departmental Analyst 9
No specific type or amount is required.

Departmental Analyst 10
One year of professional experience.

Departmental Analyst P11
Two years of professional experience, including one year of experience equivalent to the intermediate (10) level in state service.
At least one year of experience in health or data analysis in a professional environment is preferred.




	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		As listed on the Civil Service job specification.
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:



	
	
	

	
	
	
	
	
	
	

		A licensed practical nurse or registered nurse license is preferred but not required.




	
	
	
	
	
	
	

	
		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.
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		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
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