POSITION CLASSIFICATION QUESTIONNAIRE

Department:  Faculty Group Practice Business Offices
Incumbent:  New position
Work Schedule/Location:  
Length of Time in Position:  
Working Title:   ASSISTANT DIRECTOR OPERATIONS, MCPG
Immediate Supervisor/Title:  Operations Director
Position Summary (briefly describe the general purpose of the position): Responsible for operations of the Contract Management System for the Faculty Group Practice.  This will include system implementation, administration and oversight of the program. 
Standard Duty Areas (list primary functions of the position)
 Implementation of the contract management system: Coordinate efforts and communication to meet all timelines and outcomes set forth in the Project Work Plan.  Coordinate software installation, Oversee data collection and template set up.

 Contract Administration: Administer terms of contract, Conclude acceptance dates, coordinate upgrades, review and approve invoices for payment, Develop and administer budget for project.
Program Administration: Develop and recommend plan for follow up of underpaid claims.  Participate in implementation of plan. Develop and recommend plan for high level review of denials.  Recommend strategies for reduction in denials. Participate in implementation of plans. Design, prepare and submit summary level reports that demonstrate payer issues which affect our reimbursement. Work with payers and Business Development/Managed Care Office to address issues of underpayments and denials which affect our reimbursement. In consultation with appropriate leadership, identify appropriate methods to evaluate the success of the project, and design the necessary processes to capture the data. Provide ongoing reports to address such concerns as status of implementation, budget reports, annual report, and other reports as needed. Carry out relevant administrative duties such as personnel issues, purchasing, etc. in accordance with UAMS policies and procedures.
Position Supervises/Leads (name/title/brief description)

Direct: 
 Staffing needs have not yet been determined.  This is a new project and the Manager will determine the levels and numbers of support staff.
Budget Responsibility (describe financial responsibilities of position, including approximate dollar amounts, funding sources, number of funding sources managed, approximate dollar amount)

Direct:   This project is expected to realize an increase of approximately 2% of our annual gross collections.
Indirect:  

Problem Solving/Accountability (provide examples of independent judgment, decision making authority and problem-solving skills in which the position has direct responsibility for projects or the results of work)  This position will make most decisions regarding the implementation of a project with start up costs in the area of $100,000.00.   Will be making recommendations for staffing and will design strategies for high level as well as detailed follow up of denied and underpaid claims which will affect reimbursement for the Faculty Group Practice.
Interaction (describe type and frequency of interaction with internal staff, other departments, visitors, and outside organizations)   Frequent contact with software vendor, third party payers, other MCPG and UAMS departments.
Essential Physical Requirements (check only those which are essential in performing the major duties of the position)

      X        Bending         X      Walking        X      Standing           X       Eyesight

      X        Hearing          X       Driving         X      Speaking

      X        Repetitious Movement                           Lifting, weight lifted to:






   Waist               Above head

                 Exposure to harsh or extreme Conditions, explain

Equipment Used in Position (type and percent time)

80% Personal Computer

10% Copier

10% Calculator

Minimum Qualifications (knowledge, skills, and abilities needed upon entry into the position)

· Bachelor’s Degree in Business, Finance, Economics, Healthcare Administration or related field.

· Familiarity with managed care concepts and functions

· Excellent oral and written communication skills

· Ability to be flexible and manage multiple priorities

· Three to five years of experience in healthcare administration.  Experience in the managed care field is highly desirable.
              
