Outreach and Enrollment Specialist – Sample C (2014)


SUMMARY OF POSITION
The Outreach/Enrollment Specialist will support [CHC]’s efforts to enroll uninsured community members for health insurance under the Affordable Care Act.  Primary duties include enrolling patients for insurance; generating interest in enrollment through outreach and responding to requests for information; application assistance and follow-up; documentation of activities; access, utilization, and retention activities; and related tasks.
ESSENTIAL DUTIES AND RESPONSIBILITIES   

· Assists clients in applying for appropriate health coverage plans, providing necessary follow-up, tracking and data collection. 

· Serves as a central resource for community questions and referrals for both consumers and providers, building relationships with outreach workers, community resources, and providers to help identify and solve problems.
· Provides telephone and in-person assistance in completing insurance and related applications. Advises clients of the documentation required in completing applications, and answers questions and issues regarding the enrollment process.

· Serves as a liaison to insurance and other service providers.

· Facilitates outreach and education on program services. 

· Coordinates community events related to enrollment.

· Develops and maintains a tracking and follow-up system for applications to ensure that all aspects of the process, from application through post-enrollment, have been completed and that the client is able to receive appropriate services.

· Maintains statistics/data on contacts, identify needs, problems and service gaps. Tracks and tabulates contacts, application submission and post-enrollment follow-up.

· Prepares all related reports and maintains files, data bases and other program records.

· Meets regularly with Development & Marketing Director to review activities, identify problems, and identify priorities.

· Attends mandatory 30 hour required certification training with exam to become a Patient Navigator during August-September, 2013.

· Must be able to work flexible schedule that includes evening and weekend outreach events.

SUPERVISORY RESPONSIBILITIES

Received:
Works under general supervision of the Marketing & Development Supervisor.  Supervision is received through personal conference, general observation of work in progress and periodic review by supervisor of completed work.

Exercised:
None
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, skill and/or ability required.  

EDUCATION and/or EXPERIENCE
High school diploma or equivalent and two years’ experience in a customer service and/or community organizing setting required.  Associates degree in a human services related position preferred.  Experience in client application assistance settings with emphasis on diverse communities of ethnicity and income preferred.  Must have a valid driver’s license and vehicle with insurance.  Mileage will be reimbursed.

LANGUAGE SKILLS

Bilingual preferred but not required.

KNOWLEDGE, SKILLS AND ABILITIES

· Knowledge of principles of customer service, outreach and grass-roots organizing, and client application assistance.  

· Knowledge of specific computer software:

  - MS Office Suite – including MS Word, Excel, and PowerPoint

- Demonstrated knowledge in using customized on-line software applications to assist patients in applying for insurance in the on-line Health Insurance Marketplace.

· Knowledge of social media including Facebook and Twitter.

PHYSICAL DEMANDS  
The work environment characteristics described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  

Requires sitting and standing associated with a normal office environment.  Some bending and stretching required.  Manual dexterity using computer keyboard.  While performing the duties of this job, the employee is regularly required to sit and talk and hear.  Must be able to read and type.  Must be able to operate a motor vehicle.

WORK ENVIRONMENT The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  

Work is performed primarily on-site at [CHC].  Will be required to staff off-site outreach events. [CHC] is a tobacco-free campus.
EMPLOYMENT PRACTICES  
[CHC] is an Equal Opportunity institution and does not discriminate against any person in employment or in admission, treatment, or participation in its programs and benefits on the basis of race, color, national origin, creed, ability to speak English, disability, sex, age, sexual orientation or marital status.  


