MED CENTER HEALTH
JOB DESCRIPTION AND PERFORMANCE EVALUATION
	Job Title:
	Patient Financial Coordinator
	Job Code:
	5650

	Department:
	Patient Financial Assistance
	Dept. Code:
	003-930500

	Supervisory:
	Yes 

No

	Exempt:
	Yes 

No


	Date Approved:
	8-17
	Date Revised:
	



Position Summary:














Assists patients and their representative(s) in obtaining Medicaid, Medicare or other insurance coverage as needed.  Discusses available programs and assists patients in understanding their financial responsibility. Supports and assists patients and their representative(s) with necessary forms and documentation. 

Minimum Qualifications:










______

Work Experience: 
Two years of experience in a Hospital Financial Counselor or similar position required.
Education & Training: 

High school graduate or equivalent required.

Licensure/Certification:

None required.

Skills:


1. Knowledgeable of all aspects of patient registration, billing, and payment processes. 
2. Ability to counsel and educate patients regarding necessary applications, forms and documentation.
3. Ability to work independently and assimilate data in an organized manner.
4. Ability to plan and manage multiple and simultaneous responsibilities and prioritize duties and tasks.
5. Ability to be attentive to detail.
6. Must have strong communication skills with the ability to deal with distressed and/or agitated patients, representatives, and family members. 
7. Excellent interpersonal and communication skills, both orally and written, with strong phone skills.
8. Ability to function in a team environment and express individual viewpoint while accepting input from others.

9. Ability to cross-train for other responsibilities.
10. Consistently and accurately document all information pertaining to accounts.

11. Must be able to operate standard office equipment, including a keyboard and calculator. 
12. Must be computer savvy with the ability to learn applicable business software applications for use in an automated work environment, including Internet, Windows, Word and Excel experience.
13. Ability to compute basic math calculations using addition, subtraction, multiplication, division, and percentages. 
Essential Duties:














The following is a summary of the major essential functions of this position.  The position may require other duties, both major and minor, that are not mentioned below, and specific functions may change from time to time.

1. Visits patient room and conducts interview with patient and/or representative to determine if patient is Medicaid eligible. Enters data into Medicaid site during interview to determine eligibility.
2. Discusses with patient the complete Medicaid process to manage expectations of patient regarding issuance of cards, claim payment, and answer questions regarding Medicaid. 

3. Acts as liaison between patient and relevant programs in obtaining needed information. 
4. Informs patient of financial aid programs and assist patient or representative in the completion of financial aid forms.
5. Gathers DSH applications daily from department registration areas to process and determine eligibility.
6. Processes DSH applications received via mail from other Med Center Health facilities.

7. Records and maintains complete documentation of activities performed during Medicaid or financial assistance process.
8. Adheres to Med Center Health and Patient Registration Department policies and procedures.

9. Adheres to Med Center Health Customer Service Standards and promotes a service orientation in the performance of job duties and responsibilities and in interactions with patients, visitors and other Med Center Health staff members.

10. Participates in and applies process improvement methodologies in initiatives and projects to enhance and improve Med Center Health and/or departmental operations, processes and procedures.

11. Adheres to and complies with the Personal Respiratory Protection Program requirements.  Assigned Personal Respiratory Protection is to be worn when the potential exists for exposure to patients with known or suspected illnesses spread by the airborne route.

Reporting Relationships:













Reports to:


Lead Patient Financial Coordinator
Supervises Indirectly:
None


Description of Physical Demands:

	PHYSICAL DEMANDS
	NEVER
	OCCASIONALLY

(1 – 30%)
	FREQUENTLY

(31% - 66%)
	CONTINUALLY

(67% - 100%)

	Sit
	
	
	
	X

	Stand
	
	
	X
	

	Walk
	
	
	X
	

	Bend/Stoop
	
	x
	
	

	Squat
	
	x
	
	

	Crawl
	
	x
	
	

	Climb
	
	x
	
	

	Reach Above Shoulder Level
	
	x
	
	

	Kneel
	
	x
	
	

	Balance
	
	x
	
	

	Lift or Carry
	
	x
	
	

	       1 – 10 lbs.
	
	x
	
	

	       11 – 20 lbs.
	
	x
	
	

	       21 – 40 lbs.
	
	x
	
	

	       41 – 60 lbs.
	
	x
	
	

	61 or more lbs.
	
	x
	
	

	Push or Pull
	
	x
	
	

	This job has special vision requirements.  Check all that apply:

X

Close Vision (clear vision at 20 inches or less)

X

Distance Vision (clear vision at 20 feet or more)

X

Color Vision (ability to identify and recognize colors)

X

Peripheral Vision (ability to observe an area that can be seen up and down or to the left and right while eyes are fixed on a given point)

X

Depth Vision (three dimensional vision; ability to judge distances and spatial relationships)

X

Ability to Adjust Focus (ability to adjust eye to bring an object into sharp focus)

No Special Vision Requirements

The typical noise level for the work environment is:  (Check all that apply):

Very Quiet

Loud Noise

X

Quiet

Very Loud Noise

X

Moderate Noise

Hearing:

X

Ability to hear alarms on equipment.

X

Ability to hear client or others call.

X

Ability to hear instructions from department staff and/or physician.

No Special Hearing Requirements.



	Environmental Conditions
	NEVER
	OCCASIONALLY

(1 – 30%)
	FREQUENTLY

(31 – 66%)
	CONTINUALLY

(67 - 100%)

	Outdoor weather conditions
	X
	
	
	

	 Extreme cold
	X
	
	
	

	 Extreme heat
	X
	
	
	

	Wet & Humid Conditions
	X
	
	
	

	 Fumes or airborne pathogens
	
	X
	
	

	Infectious Wastes
	
	X
	
	

	Toxic or caustic chemicals
	
	X
	
	

	Needles/Body Fluids
	
	X
	
	

	Radiation
	X
	
	
	

	Chemotherapeutics
	X
	
	
	


Note:  Reasonable accommodation may be made to enable individuals with disabilities to perform the essential duties of this position. 

	PERFORMANCE REVIEW      –       PART II

JOB SPECIFIC EVALUATION


1.
Assist patients in gathering data to determine Medicaid eligibility and/or financial assistance.
	
1

2
3
4
5

	Unacceptable
	Commendable
	Role Model/Exceptional

	Exhibits poor patient engagement when gathering data to submit to the Medicaid program to determine eligibility for Medicaid insurance.  Inadequately gathers data to determine eligibility for available financial aid programs. Presents self to patient and/or representative in an unprofessional manner.
	Exhibits satisfactory patient engagement when gathering data to submit to the Medicaid program to determine eligibility for Medicaid insurance.  Adequately gathers data to determine eligibility for available financial aid programs.  Presents self to patient and/or representative in a professional manner.
	Exhibits excellent patient engagement when gathering data to submit to the Medicaid program to determine eligibility for Medicaid insurance. Excels in gathering data to determine eligibility for available  financial aid programs. Presents self to patient and/or representative in a professional and enthusiastic manner.  Exhibits empathy for the financial well-being of the patient.


	Self Evaluation Score:
	

	S/E Comments:
	

	Supervisor’s Comments
	

	Final Score
	


2.
Possess thorough knowledge of the Medicaid program and Financial Assistance programs.

	
1

2
3
4
5

	Unacceptable
	Commendable
	Role Model/Exceptional

	Exhibits poor knowledge of Medicaid and financial assistance programs.  Is unable to aid the patient and/or representative in compiling data for submission of eligibility.  Exhibits poor knowledge in answering patient and/or representative questions or address concerns.
	Exhibits satisfactory knowledge of Medicaid and financial assistance programs to aid patient and/or representative  in compiling data for submission of eligibility. Can answer patient and/or representative questions and address concerns satisfactorily.
	Exhibits excellent knowledge of Medicaid  and financial assistance programs to aid patient and/or representative in compiling data for submission of eligibility. Answers all question and addresses areas of concern with the patient and/or representative thoroughly and with empathy for the financial well-being of the patient. 


	Self Evaluation Score:
	

	S/E Comments:
	

	Supervisor’s Comments
	

	Final Score
	


3.
Tracks and records patient account documentation from initial submission of Medicaid or Financial Assistance process to completion.
	

	Unacceptable
	Commendable
	Role Model/Exceptional

	Neglectful in recording efforts and reporting status of patient accounts during process of eligibility.  Has difficulty navigating program software to note and track follow up.  Is delinquent in follow up and record keeping.
	 Records efforts and reports status of patient accounts during process of eligibility.  Navigates program software with ease to note and track follow up.  Is current in follow up and record keeping
	Exhibits excellent record keeping and status reporting of patient accounts during process of eligibility. Thoroughly navigates program software to efficiently note and track follow up of patient accounts.  Stays current and produces high quality recorded keeping.


	Self Evaluation Score:
	

	S/E Comments:
	

	Supervisor’s Comments
	

	Final Score
	


4.
Guards patient confidentiality and understands and applies HIPAA regulation in all aspects of performing job responsibilities.
	                                1                         2                             3                              4                                 5

	Unacceptable
	Commendable
	Role Model/ Exceptional

	Fails to maintain patient confidentiality at all times. Disrespects privacy of patient.  Discusses patient information without regard to job responsibilities.

Does not adhere or understand regulations of the Health Insurance Portability and Accounting Act (HIPAA).  .
	Maintains patient confidentiality at all times.  Respects privacy of patient.  Does not discuss any patient information with anyone other than what is necessary to complete job responsibilities.
Adheres to regulations of the Health Insurance Portability and Accounting Act (HIPAA).  
	Maintains patient confidentiality at all times.  Respects privacy of patient.  Does not discuss any patient information with anyone other than what is necessary to complete job responsibilities.  Encourages and promotes strong confidentiality policies with others.

Adheres, educates, and promotes adherence to regulations of the Health Insurance Portability and Accounting Act (HIPAA).  


	Self Evaluation Score:
	

	S/E Comments:
	

	Supervisor’s Comments
	

	Final Score
	


5.
Willingness to accept special projects and learn new tasks.
	                                1                         2                             3                              4                                 5

	Unacceptable
	Commendable
	Role Model/ Exceptional

	Lacks willingness to accept or participate in special projects or assignments.  Is reluctant to learn new tasks and cross training to aid in the productivity and progress of the department.
	Willingly participates in special projects. Accepts new assignments.  Is willing to learn new tasks and cross train to improve productivity and progress of the department.
	Enthusiastically participates and requests special projects and new assignments.  Actively participates in cross training to improve productivity and progress within the department.


	Self Evaluation Score:
	

	S/E Comments:
	

	Supervisor’s Comments
	

	Final Score
	


6.
Works well within team environment.

	                                1                         2                             3                              4                                 5

	Unacceptable
	Commendable
	Role Model/ Exceptional

	Demonstrates a lack of willingness in leading or participating in problem solving discussions to identify and resolve issues.  Responds defensively when receiving feedback from co-worker.
	Willingly leads discussions with department coworkers as well as other Med Center Health departments to identify and resolve issues.  Accepts feedback from all co-workers without responding defensively.
	Excels in leading discussions with department coworkers as well a other Med Center Health departments to identify and improve issues.  Willingly accepts feedback from coworkers in a positive manner.


	Self-Evaluation Score:
	

	S/E Comments:
	

	Supervisor’s Comments
	

	Final Score
	


Total Score Part II __________ divided by (   ) items     =            Average Score for Part II



1

