Primary Provider Management Company

Job Description

	JOB TITLE:     
CONFIGURATION ANALYST
	EXEMPT    X       NONEXEMPT ______           

	REGION:           
Corona 
	DIVISION:

Contracts
	

	TITLE OF IMMEDIATE MANAGER/SUPERVISOR

Director of Contracts 
	POSITIONS SUPERVISED
N/A

	
	

	I.  JOB OBJECTIVE AND PURPOSE

	Employee will be responsible for the development, maintenance and implementation of healthplan benefits, processing rules, fee schedules, Division of Financial Risk documentation, and capitation schedules and how they apply to claims payment and administration. This position plays a key role in the configuration, implementation, and management of Claims Administration software. 

	 II.  RESPONSIBILITIES
	FREQUENCY OF TASK
	% OF TIME

	Regularly exercises independent judgment to perform the following responsibilities and tasks:
1. Configure and maintain health plan benefit packages in xpress.
2. Configure and maintain Provider reimbursement in xpress.
3. Configure and maintain Division of Financial Risk configuration in xpress
4. Develop test data for validating functionality and production integration.
5. Investigate, analyze and resolve issues initiated by Claims Administration regarding coding and/or configuration of fee schedules, benefit changes, etc. 
6. Consult with and advise management team on issues and opportunities relating to the claims processing system. 
7. Participate in special projects and complete ad hoc reporting when needed. 

	Daily
Daily

Daily

As Needed

Daily

As Needed

As Needed


	

	 III.  MINIMUM QUALIFICATIONS OF JOB  

Education/Knowledge and Experience: 
Education/Experience: 2+ years of experience in health care with emphasis in coding, financial rate set up or claims processing in a managed care environment.  

Candidate needs strong analytical, prioritization and time management skills. Must have strong Microsoft Office skills. Needs to be self-motivated and results oriented with an ability to work with multiple departments. 

Must be knowledgeable of medical claims data, formats and restrictions including but not limited to Revenue Codes, Place of Service codes,
ICD-9 codes, CPT Codes, and Modifiers. Experience in Medicaid and Medicare environment is beneficial. 
IV.  ESSENTIAL FUNCTIONS OF THE JOB  

Ability to sit and perform keyboard computer functions for at least two hours at a time; ability to stand, bend and reach overhead; ability to work at least eight hours per day/40 hour work-week.


	VII.  CONTACTS WITH OTHERS

	The following are the departments and organizations with which the position has most frequent contact (inside and outside the department and the company) as well as the purpose of these contacts.

	MOST FREQUENT CONTACTS
AVP – Claims Administration
Claims Department

Health Services Department

Audit Department
Finance Department 
	PURPOSES/FREQUENCY OF CONTACT

Daily
Daily

Daily

Daily
Daily


	VIII.  APPROVALS

	Sharlene Landau                                                                                                                      DATE

HUMAN RESOURCES DEPARTMENT                                                                               DATE



	IX.   EMPLOYEE ACKNOWLEDGEMENT

My signature below indicated that I have read and I understand my job description as described above.



	

	


12/1/99  

My Docs/Human Resources/Job Descrip


