Primary Provider Management Company

Job Description

Utilization Management Nurse – Prior Authorization


	JOB TITLE
Utilization Management Nurse – Prior Authorization
	EXEMPT __X__     NONEXEMPT ___

	REGION

Corona
	DEPARTMENT

HEALTH SERVICES
	LOCATION

2115 Compton Ave.  Suite#301
Corona, CA 

	TITLE OF IMMEDIATE MGR/SUPERVISOR

UM Manager
Director of  Health Services
	POSITIONS SUPERVISED

None

	
	

	1.  JOB OBJECTIVE AND PURPOSE

	To manage ambulatory utilization of health care resources by effectively assuring whole quality-of-care and service. 

	2.  RESPONSIBILITIES 
	FREQUENCY OF TASK
	% OF TIME

	Regularly and on a daily basis, exercises independent judgment and uses specialized background, training and experience to assure efficient function  of managing ambulatory utilization of health care and to provide medical information to assist with various reporting requirements, by performing the following tasks with little or no supervision; 
1. Review and approve referrals as indicated using appropriate criteria.  Refer medically complex, high cost, high risk referrals to Supervisor and all denials to Denial Department.

2.   Identify “carve out” services and coordinate care with provider for member 

      access to care. 

3.   Maintain accuracy and timely input of utilization data into Xpress.   

4.   Interact with Prior Authorization Coordinators to facilitate prior authorization 

      process. 

5.   Keep UM Manager/Medical Director apprised of significant trends and challenges 

      in the referrals. 

6. Attend various committees/meetings as assigned by UM Manager.

7. Participate in projects and other duties as assigned by UM Manager. 

8. To accomplish 30 referral reviews within 30 days of hire, sixty by 60 days of hire and ninety+ by 100 days of hire date.
9. Minimum weekly production of 500 referrals that are concise with accuracy rate of 95% and above.
10. Must be flexible with time schedule during the week and be readily available to work weekends as needed.


	Daily

Daily

Daily

Daily

Daily

Weekly
As required 

Daily
Weekly                

      As Required
	5%
5%
5%

5%
2%
1%

Upon hire date

       75%

2%

	 3.  MINIMUM REQUIREMENTS OF JOB 
Education:     Bachelor of Nursing preferred.
Licensure:      Current California Nursing license required. 

Knowledge:    HMO, commercial, Medicare, Medi-Cal, and self-insured health benefit plans. 
Clinical           Two years acute Care experience preferred.
Experience:    Two years acute care experience and utilization/managed care (HMO) experience preferred.  


	  4.    ESSENTIAL FUNCTIONS OF THE JOB

	1. Ability to communicate on the telephone and respond to questions.
2. Ability to understand health plan benefit matrixes and apply information appropriately. 

3. Must be able to synthesize detailed and complicated medical information and make decisions as to appropriate care. 
4. Ability to perform data entry and retrieval of medical information on a computer for at least two hours at a time.
5. Demonstrates understanding of PPMC’s policies and procedures.

6. Observes all policies and procedures for use of timekeeping system including attendance and tardiness.

7. Consistently maintains appearance and dress standards that are appropriate, safe, and in accordance with department standards.

8. Attends and participates constructively in staff meetings.


	 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.  Determine appropriateness of referrals using specific criteria and benefit interpretation.  
	1.  Specific questions related to patient care or contract issues that are 

     physician specific.
2.  Denial of care/service decisions. 



	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 level-of-care.  
3. Possess strong data entry and customer service skills. 

4. Strong communication skills, both verbal and written.

5. Computer literate.

6. Self-motivated, independent practitioner 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
· Participating physicians/hospital staff. Contracted providers of ancillary services

· Medical Director
· Manager of Health Services

· Health Services staff
· Health Plans


	PURPOSES/FREQUENCY OF CONTACT
Daily

Daily

Daily

Daily

Daily
Daily


	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: __________________________
________________________________                                                                           DATE: __________________________

Human Resources
                                                                                                                                     

	12.   EMPLOYEE ACKNOWLEDGEMENT
This job description is intended to provide an overview of the requirements of the position.  As such, it is not necessarily all inclusive, and the job may require other and/or non-essential functions, tasks, duties and/or responsibilities not listed herein.  Management reserves the right to add, modify, or exclude any essential or non-essential requirement at any time with or without notice.  Nothing in this job description, or by the completion of any requirement of the job by the employee, is intended to create a contract of employment of any type.  Employment is “at will” and may be terminated at any time by the employee or employer with or without cause or notice. 
My signature below indicated that I have read and I understand my job description and the provision as described above.

________________________________                                                                                 DATE:  ________________________
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