JOB DESCRIPTION

JOB TITLE: PATIENT CARE COORDINATOR

SUMMARY: THE PATIENT CARE COORDINATOR CONTACTS AND INTERACTS WITH PATIENTS AND CLIENTS TO ENSURE THE TIMELY RECEIPT OF APPROPRIATE PHARMACEUTICAL, ANCILLARY AND DME SUPPLIES. THE PATIENT CARE COORDINATOR ACTS AS A LIAISON BETWEEN PHARMACISTS, PATIENTS, CLIENTS, DOCTORS AND RELATED STAFF TO ENSURE THAT IDENTIFIED PROBLEMS AND CONCERNS ARE ADDRESSED. THE PATIENT CARE COORDINATOR UTILIZES INTERNAL PROGRAMS, PUBLIC WEBSITES AND MANUAL DATA ENTRY TO RECORD, DOCUMENT AND PROCESS ALL TRANSACTIONS. THE PATIENT CARE COORDINATOR WORKS UNDER THE SUPERVISION OF THE BILLING OFFICE MANAGER.

DUTIES AND RESPONSIBILITIES:

1. VERIFIES INSURANCE TO ENSURE PROPER PAYMENT IS RECEIVED FROM THE INSURANCE POLICY. THIS IS ACCOMPLISHED VIA INTERNET WEBSITES AND/OR TELEPHONE VERIFICATION.

2.  ENTERS ALL PATIENT DATA, PHARMACEUTICAL REFILLS, ANCILLARY SUPPLIES AND DURABLE MEDICAL EQUIPMENT INTO PHARMACY AND DME COMPUTER SYSTEM.

3. CONTACTS ALL PATIENTS AND CLIENTS TO DETERMINE THEIR PHARMACEUTICAL AND ANCILLARY NEEDS ARE COMPLETE.

4. ENSURES ALL NECESSARY PHARMACEUTICAL AND DME SUPPLIES ARE DELIVERED IN AN APPROPRIATE TIME FRAME.

5. BILLS ALL SUPPLIES AND EQUIPMENT PRODUCTS USING INTERNET WEBSITES. (E.G. PROMISE AND NAVINET) AND INTERNAL ELECTRONIC PROGRAMS. 

6. IDENTIFIES AND RESOLVES PATIENT AND CLIENT CUSTOMER SERVICE ISSUES OR CONCERNS.

7. NOTIFIES BILLING OFFICE MANAGER OF ANY CONCERNS OR ISSUES REGUARDING PATIENT AND CLIENT CARE.

8. MAINTAINS DETAILED AND ACCURATE PATIENT RECORDS IN COMPLIANCE WITH ALL POLICY AND PROCEDURES.

9. ANSWERS AND RETURNS ALL PHONE INQUIRES IN A PROMPT AND PROFESSIONAL MANNER TO ENSURE PATIENT AND CLIENT CONCERNS ARE ADDRESSED AND HANDLED IMMEDIATLEY.

10. UPDATES AUTHORZATIONS AND PRESCRIPTIONS WHEN NEEDED.

11. ADHERS TO INSURANCE GUIDELINES AND KEEPS INFORMED OF ANY CHANGES TO SUCH GUIDELINES. DOCUMENTS AND COMMUNICATES ALL NECESSARY INFORMATION APPROPRIATELY.

12. CHECKS ALL HCFAS (HEALTH CARE FINIANCE ADMINISTRATION FORMS) TO ENSURE ALL INFORMATION IS CORRECTLY BILLED. FOR EXAMPLE, PATIENT INFORMATION IS CORRECT, DIAGNOSIS CODES ARE IN ICD9 FORMAT TO FULL ACCURACY AND HCPCS CODES ARE CORRECT PER INSURANCE POLICY BEING BILLED. IF DENIALS ARE NECESSARY, THE PROPER DOCUMENTATION IS ATTACHED.

13. COMMUNICATES WITH OUR SUPPLIERS TO ENSURE QUALITY PRODUCTS ARE DISPENSED TO OUR PATIENTS.

14. POSTS INSURANCE REMITTANCES PROMPTLY TO REFLECT PROPER ACCOUNT TOTALS. IF COORDINATION IS REQUIRED, THE APPROPRIATE FORMS ARE COMPLETED AND THE INFORMATION IS SENT TO THE INSURANCE AS DIRECTED.

15. PERFORMS DAILY BILLING OF ELECTRONIC CLAIMS AND IS RESPONSIBLE FOR ANY REJECTED CLAIMS.

16. FILES ALL APPROPRIATE PATIENT PAPERWORK DAILY.

17. SENDS CORRESPONDENCE TO PATIENTS, CLIENTS AND INSURANCE COMPANIES. FOR EXAMPLE, DELIVERY CONFIRMATIONS, CUSTOMER INFORMATION CHECKLISTS AND HCFA CLAIM FORMS.

18. MAINTAINS A WEEKLY CALENDER OR OTHER ORGANZATIONAL TOOL TO GUIDE AND DOCUMENT WORKLOAD PROGRESS.

19. CROSSTRAINS IN THE VARIOUS BILLING AREAS TO BE FAMILIAR AND KNOWLEDGEABLE.

20. PARTICIPATES IN MEETINGS, SPECIAL PROJECTS AND IN-SERVICES.

21. ADHERES TO ALL CHAP PROCEDURES AND GUIDELINES.

22. PERFORMS OTHER DUTIES AS DIRECTED OR REQUIRED.

MINIMUM EDUCATION AND EXPERIENCE:

HIGH SCHOOL DIPLOMA OR GENERAL EDUCATION DEGREE (GED) REQUIRED. VOCATIONAL TRAINING IN THE HEALTH CARE RELATED FIELD PLUS SOME WORK RELATED EXPERIENCE WITH BILLING AND ACCOUNTS RECEIVABLE GENERALLY REQUIRED.

LICENSES/CERTIFICATIONS REQUIRED:

NONE
KNOWLEDGE, SKILLS AND ABILITIES REQUIRED:
· KNOWLEDGE OF INTERNET EXPLORER, MICROSOFT EXCEL, MICROSOFT OUTLOOK, MICROSOFT WORD AND WINDOWS OPERATING SYSTEM                                                                            

· SKILL IN TIME MANAGEMENT                                                                                                                            

· SKILL IN GATHERING AND ANALYZING INFORMATION                                                                               

· ABILITY TO READ, WRITE AND COMPREHEND SIMPLE INSTRUCTIONS, SHORT CORRESPONDENCE AND MEMOS                                                                                                         

· ABILITY TO EFFECTIVELY PRESENT INFORMATION IN ONE-ON-ONE AND SMALL GROUP SITUATIONS TO CLIENTS, CUSTOMERS, AND OTHER EMPLOYEES OF THE ORGANIZATION                                                                                                                                            

· ABILITY TO ADD, SUBTRACT, MULTIPLY AND DIVIDE IN ALL UNITS OF MEASURE, USING WHOLE NUMBERS, COMMON FRACTIONS AND DECIMALS.

· KNOWLEDGE OF DRUG TERMINOLOGY AND REFERENCE TOOLS.
WORKING CONDITIONS:

WORK IS NORMALLY PERFORMED IN A TYPICAL INTERIOR/OFFICE WORK ENVIROMENT

PHYSICAL EFFORT:

NO OR VERY LIMITED PHYSICAL EFFORT REQUIRED

ENVIRONMENTAL CONDITIONS:

NO OR VERY LIMITED EXPOSURE TO PHYSICAL RISK
I CERTIFY THAT I HAVE READ THE PATIENT CARE COORDINATOR JOB DESCRIPTION, IT HAS BEEN EXPLAINED TO ME AND I UNDERSTAND MY DUTIES AND RESPONSIBILITES AS STATED HEREIN.

EMPLOYEE SIGNATURE: __________________________ DATE: _________

      SUPERVISOR SIGNATURE: _________________________ DATE: ________
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