Michigan Department of Community Health (MDCH) 
INTERN REQUEST FORM
	MENTOR INFORMATION

	Date

11/3/2010
	Mentor Name

John Spitzley

	Administration 

Medical Services Administration (MSA)
	Bureau/Section 

Office of Medicaid Health Information Technology

	E-mail

spitzleyj1@michigan.gov
	Phone #

517-335-6612

	INTERNSHIP INFORMATION

	Position Title

Process Documentation Editor
	Position Location 

Lansing/Okemos
	Desired Start Date 

12/1/2010

	Description of the Intern Responsibilities
Evaluate documentation being collected to demonstrate MSA's current and future business processes, with emphasis on applying correct format and syntax as defined by system certification, Medicaid Information Technology Architecture (MITA) standards, and industry best practices.


	List project/s for the Intern (not administrative work)
1. Download documentation from Synthis file repository, and check for completeness, formatting, and grammar.  Also review for content as needed.  Document corrections using MS Word track changes.  Supply changes to Project Manager for review.  Upload new documents into repository as required.

2. Work with MMIS Certification Specialist to seek and obtain documentation from multiple business areas related to certification requirements.  Compile information into resident file server locations or other to be specified locations.  Address any discrepancies between business area and supply analyses to Project Leads.



	Desired Skills/Qualifications of the Intern

Excellent writing and grammar skills.

Sound verbal communication.

Background in medical documentation and/or health insurance industry preferred.

Ability to work from multiple locations, possible travel in and around Lansing or Okemos is possible.



	Other Information (For example: desired length, hrs per week)
Candidate should be available for up to 30 hours per week, for approximately four to six months. 


	Supervisor Approval 

             FORMCHECKBOX 
 Yes         FORMCHECKBOX 
 No
	Approving Supervisor Name (no signature required)

Cynthia Green-Edwards
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