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	Job Title:
	Health Services Coordinator
	Job Category: 
	Staff

	Department/Group:
	Health Services
	Reports to:
	AVP of Health Services-UM

	Position Type
	Full Time Regular
	Exemption Status:
	Non-Exempt

	Job Description

	Job Purpose:
Provide professional telephone interaction and timely notification of authorization requests to the IPA and their staff
Duties:
1. Input and process referral authorization request related data into Xpress system for referrals received via fax or electronically; 
2. Verify eligibility, benefit issues and address other referral related services from providers and their office staff

3. Authorize requests as appropriate within defined scope
4. Screen all provider and member calls regarding utilization management, case management, denials and physician reviewer line

5. First line phone responsibilities for utilization management related calls from providers, health plans and members

6. Send Right Fax referral notifications to providers and health plans

7. Contacts provider offices for clarification and additional information as needed

8. All other duties as assigned

Skills/Qualifications:
Education:  High school diploma required.
Knowledge/Experience:  Six months to one year specialized secretarial/office support training; experience in applying general office policies and procedures and handling of confidential information; at least one year experience performing telephonic customer service support and data entry; experience with medical terminology preferred.
Performance Standards:  A minimum of 100 referrals required per day without calls; 50 per day with calls.  A minimum of 120 calls per day without data entry; 60 per day with data entry
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