Eligibility Specialist – Sample A (2014)


SUMMARY POSITION STATEMENT 

This position will:

· Assist qualified patients to enroll into [CHC]’s discount program and then determine their eligibility for same.  

· Facilitate the process for patients to access outside financial assistance.   

· Provide information to patients and clients about [CHC]’s policies and procedures as they pertain to enrollment and eligibility for available financial programs.  
ESSENTIAL FUNCTIONS/ROLES & RESPONSIBILITIES OF THE POSITION

· Functions in accordance with and in support of [CHC]’s mission, vision, policies and procedures.

· Review patient demographics to check eligibility for all patients; verify financial coverage.
· Interview patients in order to assist with and begin the process to access financial assistance; procure necessary paperwork from patients, including proof of income and any other pertinent documents.

· Establish a positive working relationship with outside agencies; develop a collaborative working relationship with contact person.
· Coordinate with in-house case workers and resources to facilitate a patient/client application process to outside agencies; whenever applicable, do an intra-agency referral to a case-worker.  All billable services will be referred to an appropriate in-house staff member.

· Determine a patient’s eligibility for [CHC]’s in-house discount/sliding fee scale; input sliding fee information into the practice management system.  
· Facilitate payment plan with the appropriate in house billing staff.
· Access and have a basic understanding of all agency practice management systems.
· Update eligibility and financial information on a regular basis.
OTHER DUTIES & RESPONSIBILITIES OF THE POSITION

· Educate patients on [CHC]’s intake policies.
· Stays current with enabling program options within the community and state.

· Perform other job duties and responsibilities as assigned.

LEGAL CONCEPTS

· Maintain confidentiality.

· Follow federal, state and local legal guidelines.

· Maintain HIPAA compliance.

POSITION REQUIREMENTS

Education:  High school diploma or the equivalent.
License:  No license required.

Experience:  3-5 years experience in a medical office.

Job Requirements:  

· Possess “people” skills and enjoy working in a health care setting; and be able to listen and communicate effectively.
· Possess and utilize effective organizational skills.

· Be able to work effectively and productively in a high stress and high “needs” environment serving the under and uninsured population.

· Be able to operate telephone system and maintain functions of all computerized systems.  
· Must possess basic math skills.
· Possess and utilize proficient use of Microsoft Office applications: Word, Excel and Outlook.
· Maintains positive behaviors, communications and other outward expressions regarding [CHC]. 

· Maintains positive, constructive, cooperative and professional working relationships with coworkers.

· Seeks to continuously improve skills and knowledge.

TYPICAL PHYSICAL DEMANDS

· Prolonged sitting; occasional bending, stooping and stretching.

· Requires eye-hand coordination and manual dexterity sufficient to operate office equipment.

· Requires normal range of hearing and eyesight to record, prepare appropriately.

· Requires occasional lifting up to 25 pounds.

JOB RELATIONSHIPS

· Reports to and receives direction from Finance Director.

· Does not supervise any other employees. 

