Primary Provider Management Company

Job Description

Provider Support Specialist 


	JOB TITLE
Provider Support Specialist 
	EXEMPT __X__     NONEXEMPT ___

	REGION

Riverside, San Bernardino, San Diego, and Los Angeles Counties
	DEPARTMENT

CONTRACTS
	LOCATION

2115 Compton Avenue, Corona, CA 92181

	TITLE OF IMMEDIATE MGR/SUPERVISOR

Associate VP of Contracting 
	POSITIONS SUPERVISED

None

	
	

	1.  JOB OBJECTIVE AND PURPOSE

	Serves of liaison between physicians, health plan and inter-departmental staff in support of contract issues; maintain and foster positive relationship to ensure long-term contractual arrangement with PPMC. Support Provider to ensure follow-through with regard to contract paperwork and in-service implementation. Continuous development and management of IPA provider networks to ensure compliance with health plan compliance and access standards.  Affect the implementation of department stated goals and objectives.  Oversee daily operations of provider networks and health plan contract requirements.

	2.  RESPONSIBILITIES 
	FREQUENCY OF TASK
	% OF TIME

	1. Regularly and on a daily basis exercises independent judgment and makes recommendations to Contract administration regarding issues related to provider (physician) contract implementation, and evaluates facility/staffing needs and requirements in support of physician’s contract and practice.  These tasks will require daily field visits to physician site(s) and on-going meetings and communications with physicians and subordinate staff.  Perform these functions with general supervision.
2. On an on-going basis, develop and supervise the implementation of physician/staff training programs to support physicians with their administration of health plan and IPA policies and procedures and contracts.  Requires in-depth knowledge of physician’s health plan and IPA contracts and agreements.  Perform this function with only general supervision. 

3. Design, supervise, and participate in marketing projects/efforts to increase patient physician membership in individual physician and IPA network.  This task will require, but not be limited to, representing IPA/physician at conferences, workshops, seminars and special events related to the healthcare industry.  Perform this function with only general supervision.

Regularly and on a daily basis exercise independent judgment to resolve issues and concerns between the physician(s) and departments within the IPA and health plan(s) to include but not limited to: Contracts Department, Credentialing, Provider Services and Quality Management.  Perform this function independently. Under direction, provide support to Network Manager(s) and Provider Support Specialists to ensure continuity in communications with providers by performing the following tasks:

1. Follow-up with Provider offices or their staff, by mail, telephone or direct contact, to deliver and/or retrieve elements of contract packages.

2.   Maintain a log of contact activity to include requests and follow-up from 

      providers.

3.  Assist Provider Support Specialists with the preparation, implementation and 

     follow-up of In-service meetings.  Tasks can include but not be limited to:

· Copy and assemble in-service packets.

· Schedule in-service meetings.

· Order supplies, food and other materials needed for conduct of meeting.

4. Assist with the preparation/assemblage of marketing event materials and 

supplies.  May attend marketing events to support Manager and Specialists. 

5.    Perform other duties as assigned.
Under general direction of the Associate Vice President of Contracts, monitor existing, develop new, and negotiate cost-saving contracts by performing, or causing to be performed the following tasks and functions: 

1. Identify, pursue, and monitor provider members to fulfill health plan network requirements.  Identify network strengths and deficiencies. 

2. Negotiate contracts and ensure appropriate rates are applied.

3. Establish and maintain a positive working relationship with all providers in assigned network area.

4. Work with Quality Management, Credentialing and Health Services Department to follow-up on provider issues as they arise and with any Corrective Action Plans that may pertain to providers.

5. Develop and implement consistent reporting mechanisms to communicate network management activities.

6. Develop and maintain positive working relationships with health plan representatives as required.

7. Attend Joint Operation Meetings as assigned.

8. Attend marketing events, that may occur on weekends,  to promote IPA and/or physicians.

9. Other duties as assigned. 

1. Interface with Credentialing Department and follow-up with Provider Support Specialists and/or Provider offices to retrieve missing or delayed credentialing and application information.  Assist the Contracts Assistant with this task.

2. Coordinate the development, production and distribution of internal and external provider directories on a scheduled or as needed basis. 


	Daily

Weekly

Weekly

Daily
	60%

15%

15%

10%

	 3.  MINIMUM REQUIREMENTS OF JOB 
Education:     Bachelor’s degree in healthcare or related field or equivalent experience. 
Knowledge:   In-depth knowledge of managed care concepts, ability to meet established deadlines, communicate effectively, 

                      achieve high quality results.  Ability to interpret contract and health plan regulatory language. 
Experience:   Minimum three (3) years experience in a provider network environment within the healthcare industry. 


	  4.    ESSENTIAL FUNCTIONS OF THE JOB

	1. Ability to communicate on the telephone and respond to questions.
2. Must be able to understand and interpret detailed healthcare contract language and communicate that information to physicians.

3. Drive a car and travel for at least two hours duration.


	 5.    DECISION-MAKING AUTHORITY

	The following illustrates which decisions are made by the position and which are deferred to others or governed by policies and procedures.

	DECISIONS MADE
	DECISIONS REFERRED OR REGULATED

	1. Confirmation of health plan contract requirements. 
2. Marketing strategies.
3. Training programs. 
	1. Negotiated contract rates and customized contract language.
2. Physician requests for specialized support. 



	6.  SPECIFIC KNOWLEDGE , SKILLS AND ABILITIES

	1. Strong ability to work effectively with physicians, patients, clinical, non-clinical, administrative and ancillary staff.

2. Ability to perform complex problem-solving related to member and provider inquiries. 
3. Strong knowledge and understanding of MediCal, Commercial, PPO health plan contract language and rate structures. 

4. Possess strong data entry and customer service skills. 

5. Strong communication skills, both verbal and written.

6. Self-motivated, independent representative with strong quantitative and organizational skills. 

7. Ability to look at challenges as opportunities.

8. Knowledge of health plan (commercial, medi-cal, self-insured) regulations.

9. Ability to work well under pressure, and ability to meet multiple and sometimes competing deadlines.

10. Ability to demonstrate a cooperative attitude and behavior with colleagues and supervisors.



	7.  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
IPA Contracted Providers
IPA Administrators

Director of Contracts

Network Manager

Health Plans
	PURPOSES/FREQUENCY OF CONTACT
Daily

Daily

Daily

Daily

Occasionally


	8.  PHYSICAL DEMANDS

	The physical demands described here are representative of those that must be met by an employee to successfully perform the essential function of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.  In the table below, the minimum physical and weight requirements for this position are indicated with an X. 


	ACTIVITY
	NONE
	OCCASSIONALLY
	FREQUENTLY
	CONSTANTLY

	Stand
	
	
	
	X

	Walk
	
	
	
	X

	Sit
	
	
	
	X

	Use hands and fingers 
	
	
	
	X

	Reach with hands and arms
	
	
	X
	

	Climb or balance
	X
	
	
	

	Stoop, kneel, crouch or crawl
	
	X
	
	

	Talk or hear
	
	
	
	X

	Taste or smell
	X
	
	
	

	Travel 
	
	
	
	X

	
	
	
	
	

	WEIGHT LIFTED OR FORCE EXERTED
	
	
	
	

	Up to 10 pounds
	
	
	
	X

	Up to 25 pounds
	
	
	X
	

	Up to 50 pounds
	
	X
	
	

	Up to 100 pounds
	X
	
	
	

	More than 100 pounds
	X
	
	
	


	9.  WORKING ENVIRONMENT

	Normal working environment.  May be subject to temperature variations in the office.  Occasional early morning, evening or weekend work.  Occasional pressure due to multiple calls or interruptions. 

 


	10.  PPMC TEAM CULTURE

	The regulatory nature of the managed care industry mandates a strict adherence to timelines and responsiveness.  Incumbents will participate in, and contribute to, a culture of mutual respect and helpfulness; a culture that supports the idea that all team members are valued….and that individuals can make a difference.  To do so requires a positive, cooperative and interactive attitude and approach with other members of the PPMC team.  Incumbents must be a proponent of the PPMC Team Culture…its success, the incumbent’s success, and the organization’s success depends upon it.  

	11.  APPROVALS

	___________________________________                                                                                           DATE: __________________________
(Supervisor)
                                                                                                                                     

	12.   EMPLOYEE ACKNOWLEDGEMENT

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

________________________________                                                                                   ________________________

EMPLOYEE SIGNATURE                                                                                                     DATE
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