An HFMA Forums Tool (hfma.org/forums)

	Job Title
	Director, Chargemaster / APC Coordination

	Job Level
	Director

	Functional Area
	Chargemaster

	Notes
	Can be used for APC Coordination 



POSITION TITLE:

DIRECTOR, CHARGEMASTER / APC COORDINATION 

DEPARTMENT:

PATIENT FINANCIAL SERVICES

REPORTS TO:

SR VICE-PRESIDENT/CFO

SUPERVISES:

NONE


A.
POSITION SUMMARY:

Responsible for managing and maintaining the hospital chargemaster to insure consistency and accuracy in claims processing and data collection. Read, interpret and distribute payer coding and reimbursement information to all departments affected to insure regulatory compliance. Recommend and implement pricing changes to optimize APC and all other payer reimbursement.  

B.
POSITION RESPONSIBILITIES:
	
	
	

	A B C D E  
	1.Perform data quality reviews on individual department chargemasters to validate CPT and HCPCS Level 11 code and modifier assignments, APC grouping appropriateness, missed procedures and insure compliance with all APC mandates and outpatient reporting requirements. Coordinate quarterly (or as needed) chargemaster review of pricing versus fee schedule or APC payment. Coordinate the annual updating of CPT codes.
	6

	A B C D E 
	2.Monitors outpatient procedures and ancillary APCs assigned in the facility to Medicare assigned APC groups. Evaluate any reimbursement change and take appropriate steps in collaboration with the right department to effect resolution of the variance.
	4

	A B C D E 
	3.Monitors compliance with department, hospital and administrative directives. Develops reports and collects and prepares data for studies involving outpatient financial impact and profitability.  
	3

	A B C E F
	4. Attends outpatient coding and reimbursement workshops, brings back information to the appropriate departments. Communicates all APC updates published in third-party payer newsletters/bulletins and provider manuals to all relevant staff.   Ensure that everyone has the necessary resources, ie: CPT/HCPCS level 11 manuals, fee schedules to evaluate their department chargemaster. Keep abreast of new technology in chargemaster analysis and other future issues impacting the chargemaster function. 
	3

	A B C D E 
	5. Conducts regular periodic APC/Chargemaster meetings to inform staff of changes in policies and to provide in-service training. Establishes controls and review mechanisms to ensure that system changes and procedures are being followed correctly. Provides and/or arranges for training of department Directors and/or their designee in use of coding within the chargemaster to insure compliance.
	3

	A B C D E
	6 Assist the billing office with resolving billing issues or denials that are chargemaster related. Research billing, coding and pricing requirements when new procedures and or products are introduced. 
	5

	A B E F
	7.Insures compliance with all Federal, State and local regulations. Works closely with Ancillary Departments with the monitoring of their department chargemasters to insure accurate coding of procedures. Coordinates with the CFO and Director of Medical Records for additional compliance assurance.
	3

	A C D E F
	8.  Responsible for reports, studies, analyses or projects as requested by the Associate Administrator/CFO.
	6

	A C E
	9.   The intent of the listing of position responsibilities is to describe the principal    function of the job.  The description shall not, however, be construed as a complete listing of all miscellaneous, incidental or substantially similar duties which may be assigned during normal operations or during emergency situations.
	2


C.
POSITION QUALIFICATIONS:

EDUCATION:

· Degree in Business Administration, Hospital Administration or Coding Certification preferred.

EXPERIENCE:

· Five to seven years of hospital business office or medical records coding with claims processing and/or review experience required.

· Five to seven years of successful supervisory and management experience required.

JOB KNOWLEDGE:

· Must be familiar with Information Systems mapping to insure appropriate codes map to chargemaster to bill.

· Must have an extensive background in CPT and HCPCS coding, third party billing and reimbursement.

· Must be able to read, interpret, apply and distribute to appropriate personnel, regulations and information obtained from various State and Federal sources. Must be able to explain to appropriate personnel how their chargemasters translate into codes that translate into reimbursement. 

· Must be proficient in EXCEL spreadsheets and WORD processing applications.

· Should be able to perform all job duties within six-nine months.

WORKER CHARACTERISTICS:

· Must have the ability to motivate and promote teamwork with fellow employees in maintaining an accurate chargemaster.    Excellent communications skills are required to be able to conduct formal educational programs for department Directors and make presentations to administration.

· Must be able to work in a confined area under constant pressure to meet deadlines with frequent interruptions.  Attention to detail is imperative as errors could result in serious financial loss as well as affecting hospital integrity and compliance.

· Must be able to work independently and use good judgment when making decisions/recommendations regarding changes/additions and/or corrections to the chargemaster. Must be considered a resource to all departments regarding charge items/services/procedures.

E.
POSITION RELATIONSHIPS:
Internal - 

Establishes and maintains appropriate working relationships with:


All departmental personnel


Administration


All Directors


Medical Records

External - 

Represents the hospital in a professional manner when interacting with:


Physicians and their staff


Employees of other facilities


Board members


State and Federal representatives.

