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Job Description

Job Title:

Supervisor, Patient Access Training Manager
Department / Area:
Patient Access Management

FLSA Status:

Exempt

Revision Date:

SUMMARY

The roles and responsibilities of this job support the mission, vision, values, and strategies of the organization.

Supervises the design, development and dissemination of user manuals and reference materials as well as the resource and HELP functions for staff who utilize the HBOC registration and billing systems.  Analyzes and recommends to management operational actions regarding new insurance related rules and requirements and computer design changes.  Supervises the design, development, and dissemination of user manuals and resource materials for staff who utilize the Cerner Scheduling System

ESSENTIAL FUNCTIONS include the following.  Other duties may be assigned.

Supervises the design, development and dissemination of user manuals and reference materials as well as the resource and HELP functions for staff who utilize the HBOC registration and billing systems.  Analyzes and recommends to management operational actions regarding new insurance related rules and requirements and computer design changes.

Supervises the design, development, and dissemination of user manuals and resource materials for staff who utilize the Cerner Scheduling System.

Supervises the activities of professional staff who are engaged in providing technical skills and job instruction to staff utilizing the Patient Management (PM) system to enhance performance and minimize failure.

Identifies needs, develops and conducts education, orientation and training and establishes evaluation and effectiveness measurement.  Provides direction and support to subordinate staff to ensure effectiveness and efficiency.

Carries out supervisory responsibilities in accordance with the organization's policies and applicable laws.  Responsibilities include interviewing, hiring, and training staff members; planning and assigning work; appraising performance; rewarding and disciplining staff members; addressing complaints and resolving problems.

Supervises specific data quality audit functions that relate to the use of the HBOC registration, billing systems and the Cerner Scheduling System.  Responsible for dissemination of audit result to management and/or staff to improve the quality of registration information collected.

Serves as the patient access departmental education and training liaison to other users of the HBOC registration and billing system with the Health organization.

Analyzes the impact of third-party payer policy, procedure and computer design changes in the department in collaboration with Patient Financial Services management and staff.

Coordinates with I&TM the supervision, establishment and staff access to specific area of functionality of the HBOC registration and billing system.

Supervises and allocates specific registration functionality through HBOC given to registration staff post training; coordinating with I&TM security.

Anticipates customer needs and supervises the provision of services to all customers, including patients, physicians, hospital departments, and staff.  Coordinates requests for services, information, records, and data on a timely basis.  Researches and resolves problems.  

Participates in ongoing quality monitoring, policy review, and process improvement activities related to patient access management training services.

Ensures that patient access management training services are provided in accordance with state and federal regulations, organizational policy, and accreditation / compliance requirements. 

Maintains and updates policy / procedure manuals and training manuals as required.  Prepares, maintains, and submits reports as required.  Maintains files and records.

Performs such individual assignments as management may direct.  Establishes and maintains effective working relationships within the organization.  Provides information to senior levels of management on the implication of policies and procedures being formulated and recommends specific action.   

Engages in continuous study of the entire professional field, including best practices, to maintain the professional competence, knowledge, and skills necessary for the satisfactory performance of all assigned responsibilities.  Maintains knowledge of rules, regulations, and standards in the field of patient access management training.  Attends mandatory meetings and inservices as required for this position. 

Ensures that required documentation for activities within areas of responsibility is performed in an accurate and timely manner.

Ensures that patients, their families, visitors, customers, and staff members are treated with kindness and respect.  Demonstrates teamwork and integrity in all work-related activities.  Ensures that work performed supports organization’s mission of Superior Quality Personal Care.

Demonstrates knowledge of hospital safety and infection control policies and procedures, maintaining a safe and clean environment.

SUPERVISORY RESPONSIBILITIES

Plans, organizes, and delegates work.  Completes performance appraisals.  Recommends personnel actions such as hiring, firing, and corrective action.

SUPERVISION RECEIVED

Work is performed independently with only general direction.  Manager does not usually check on activities and / or quality of work.  Staff member exercises considerable latitude in determining objectives and approaches to assignments.

CONTACT WITH OTHERS

Frequent internal and / or external contacts.  Represents the organization on specific projects.

PROBLEM-SOLVING REQUIREMENTS

Develops solutions to a variety of complex problems.  May refer to established precedents and policies.

DECISION-MAKING IMPACT

Decisions made have an impact on the policies  and / or general operations  of  the  organization.  Erroneous decisions or recommendations or failure to achieve results might cause delays and result in the allocation of more resources.

QUALIFICATIONS

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skills, and / or ability required. 

EDUCATION and/or EXPERIENCE

Associates degree in business-related field or its equivalent in terms of experience.  Bachelor degree preferred.  Previous supervisory experience.  Experience working in billing and receivables.  Experience developing and implementing training programs.

LANGUAGE SKILLS 

Ability to read, analyze, and interpret general business periodicals, professional journals, technical procedures, or governmental regulations.  Ability to write reports, business correspondence, and procedure manuals.  Ability to effectively present information and respond to questions from groups of managers, clients, customers, and the general public.

MATHEMATICAL SKILLS

Ability to calculate figures and amounts such as discounts, interest, commissions, proportions, percentages, area, circumference, and volume.  Ability to apply concepts of basic algebra and geometry.

REASONING ABILITY

Ability to solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists.  Ability to interpret a variety of instructions furnished in written, oral, or schedule form.

COMPUTER SKILLS

Ability to use word processing, spreadsheet, presentation, and relational database software.  

OTHER KNOWLEDGE, SKILLS, AND ABILITIES

Ability to design work flow and procedures.  Ability to set expectations for staff and monitor delegated activities.  Ability to gather and analyze information skillfully. Ability to manage difficult or emotional customer situations, respond promptly to customer needs, and solicit customer feedback to improve services.  Ability to solve conflict.  Ability to listen to others and maintain confidentiality.  Ability to write clearly and informatively.  Ability to cope with stressful situations and maintain a calm and professional demeanor.

PHYSICAL DEMANDS
The physical demands described here are representative of those that must be met by a staff member to successfully perform the essential functions of this job. 

While performing the duties of this job, the staff member is regularly required to sit and talk or hear.  The staff member frequently is required to use hands to finger, handle, or feel and reach with hands and arms.  The staff member must be mobile.  The staff member must occasionally bend and lift and / or move up to 25 pounds.

WORK ENVIRONMENT

The work environment characteristics described here are representative of those a staff member encounters while performing the essential functions of this job. 

The noise level in the work environment is usually moderate.  Normal office environment. 

PATIENTS SERVED
No direct patient care.

The statements are intended to describe the general nature and level of work being performed by the people assigned to this classification.  They are not intended to be construed as an exhaustive list of all responsibilities, duties and skills required of personnel so classified.  The listed duties may be changed at the discretion of the incumbent's supervisor.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

.


