COOK COUNTY

H E A L T H Standard Job Description

Job Code: 6641

Grade: 18
HCWR: N
Job Title Department
Patient Access Quality Management Coordinator Admissions

Job Summary

Monitors and evaluates the quality, appropriateness and daily functions of staff within the Patient
Access Department of Cook County Health (CCH). Maintains the accounts receivable systems for
optimum performance in tracking and collection accounts receivable. Promotes quality review by
initiating/participating in specific reviews/audits and assists with quality monitoring.

Typical Duties

e Monitors and evaluates the quality and appropriateness of work performed by Patient
Access staff and addresses performance issues.

e Monitors the daily functions of admitting, bed control, same day surgeries, centralized
registration, pre-certification, and financial counseling staff within the constraints of the
overall department strategy set forth by the CCH management of Patient Access.

e Mentors and develops current department staff and aides System Manager in management
succession planning.

e Assists with reviewing of policies and procedures developed within the department.

e Operationalizes new/revised policies and identifies gaps and concerns with new policies.

¢ Develops and maintains the accounts receivable systems for optimum performance in
tracking and collecting accounts receivable.

e Utilizes system and ad hoc reports to identify opportunities for improvement in the Patient
Access process.

e Monitors vendor performance and recommends change when appropriate.

e Remains abreast of compliance regulations, standards and directives regarding
governmental/regulatory agencies and/or third-party payers.

e Promotes quality review by initiating/participating in specific reviews and assists with quality

e monitoring.

e Collaborates with CCH Leadership of Patient Access to create executive level summary
reports.

e Participates in organizational and departmental committees, as well as in special projects.

e Performs other duties requested by Leadership of CCH Patient Access department.

Minimum Qualifications
e High School Diploma or GED
e Five (5) years of experience in a healthcare system billing department
e Three (3) years of experience in a supervisory or management capacity within a Patient
Access Department in a large hospital system
e Knowledge of hospital Patient Access practices
e Knowledge of hospital specific Patient Access registration software
e Knowledge of Microsoft Office Suite
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Preferred Qualifications
e Bachelor's Degree from an accredited college or university
e Certified Health Financial Practitioner (CHFP) or Fellow of the Healthcare Financial
Management Association (FHFMA)
e Seven (7) years of experience in a healthcare system billing department

Knowledge, Skills, Abilities and Other Characteristics

e Knowledge of hospital Patient Access practices

¢ Knowledge of hospital specific Patient Access software

e Knowledge of Microsoft Office Suite

e Excellent verbal and written communication skills necessary to communicate with all levels
of staff and a patient population composed of diverse cultures and age groups

e Excellent program development, management, and leadership skills

e Strong customer service and empathy skills

e Demonstrates good computer and typing skills

e Demonstrate good phone and email etiquette skills with strong response times

e Demonstrate analytical and organizational, problem-solving, critical thinking, and conflict
management/resolution skills

e Demonstrate attention to detail, accuracy and precision

e Ability to prioritize, plan, and organize projects and tasks

e Ability to multi-task and meet deadlines in a fast paced and stressful environment

¢ Ability to adhere to department policies and standards utilizing best practices

e Ability to maintain a professional demeanor and composure when challenged

e Ability to function autonomously and as a team member in a multidisciplinary team

¢ Ability to train by presenting concepts and demonstrating tasks

e Ability to monitor, evaluate and coach Patient Access staff

Physical and Environmental Demands

This position is functioning within a healthcare environment. The incumbent is responsible for
adherence to all hospital and department specific safety requirements. This includes but is not
limited to the following policies and procedures: complying with Personal Protective Equipment
requirements, hand washing and sanitizing practices, complying with department specific
engineering and work practice controls and any other work area safety precautions as specified by
hospital wide policy and departmental procedures.

The above statements are intended to describe the general nature and level of work being
performed by people assigned to this classification. They are not intended to be construed
as an exhaustive list of all responsibilities, duties and skills required of the personnel so
classified.

For purposes of the American with Disabilities Act, “Typical Duties” are essential job
functions.
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