	JOB TITLE:

Commercial Programs Manager
	JOB CODE:

Replacement

	DEPARTMENT:
MANAGER’S TITLE:

Finance                          Director of Ins/ Billing and Cash Management
	FLSA STATUS:

Exempt

	POSITION SUMMARY

The Commercial Programs Manager is responsible for overseeing all aspects of the commercial and managed care billing processes for the Revenue Service Center. This role is accountable for accurate and timely completion of all commercial insurance and managed care accounts, as well as coordinating the billing practices for multiple payers across four states for 11 hospitals. The Commercial Programs Manager will be responsible for integrating existing billing practices associated with various states into the Revenue Service Center, as well as overseeing all paper and electronic billing practices for the system. 

This position reports to the Director of Insurance/ Billing/ Cash Management, Revenue Service Center and is responsible for day to day AR management functions within the SCLHS Revenue Service Center.  Initially this position will assist in the transition plan and direction for centralization of payer operations for SCLHS.  Additionally, this position will be responsible for leading in the standardization and optimization for all AR processes across SCLHS’ current four state service area.  Position provides direct supervision and leadership of commercial/managed care team and works closely with the finance and Managed care divisions for AR trending ,reconciliation and managed care performance. 
Strong, positive leadership – with a ‘learn and serve’ approach providing support and guidance to the team is critical.  Ability to effectively manage patient financial service operations via managing to identified performance metrics as well as budgetary parameters will be essential.  Additionally the position will require ability to adapt and lead through change as well as to identify and implement innovative changes to provide a high level of performance.  
Bachelors Degree in Business Administration, Finance or related field desired, but experience in lieu of degree will be considered. Requires thorough knowledge of Acute care Billing compliance, regulatory compliance, Workflow Analysis, Patient accounting processes, Information systems; (3+) years in a Revenue cycle management position preferred; excellent interpersonal, organizational, presentation, verbal and written communication abilities. Epic experience is not required, but preferred. 



Overall Job Responsibilities:

· Evaluates work flows across various offices and systems to identify “best practices” and works to implement these as appropriate.
· Manages staffing and work groups to ensure timely account resolution on a consistent basis.

· Attends monthly meetings with various department heads to communicate any variances within the regulatory AR. This includes payment trending, denial trending and any payer specific trends.
· Works with both front end users and back end users to ensure that appropriate work flows are in place for compliant billing practices.
· Identifies and implements strategies to stream line the commercial and managed care billing, followup, and denial management  processes across multiple markets. Works for standardization wherever applicable. 
· Oversees timely resolution of accounts for all contracted payers and ensures appropriate payment reconciliation occurs for all accounts.
· Manages the billing department to ensure all internal edits are recognized and addressed in a timely manner. Strives to ensure all accounts submitted to the payers within established industry norms. 

· Responsible for coordinating regular meetings with the insurance payers

· Ability to reach out to departments that are impacting AR at the site level and works to educate on appropriate handling of accounts. 
· Effective staffing management will be required through day to day operations, while planning on incorporating a greater volume of individual postings. 

· Managing yearly staff appraisals and developing a career growth path for the department. 

· Working knowledge of electronic and manual posting practices, along with specific experience with various payer communications.

· A strong background in denials tracking, and correspondence tracking is required. 

· Overseeing the training of new processes to the department that include new technologies, new work flows, and/or revisiting existing practices. 

· Assists the management team to develop and implement standardized AR reporting formats that can be utilized by all departments to understand their monthly revenue trends. 

· Strong analytical background to identify trending opportunities with existing AR, and identify action plans to resolve these in a timely manner.

· Work queue management and accountability for the commercial programs department.

· The ability to relate and build connections with all staff across all levels of the organization, as well as the ability to encourage and motivate people.

· Other duties as assigned. 

Minimum Required Qualifications

· Bachelor’s degree in related field or work experience in lieu of degree.

· 3 years of previous Management experience in a hospital billing setting.

· Willingness to be flexible with schedule

· Ability to multi-task and possess effective time management skills
· Must be adaptable and proactive
Technical experience

· Computer terminal              

· Keyboard

· Telephone

· Printers

· Copier

· Fax machine

	HAZARDOUS EXPOSURE CATEGORY:
	II.   Involves no exposure to blood, body fluids, or tissues, although situations can be imagined or hypothesized under which anyone, anywhere, might encounter potential exposure to body fluids.

	LIFTING REQUIREMENTS:
	Sedentary work - Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently to lift, carry, push, pull or otherwise move objects, including the human body.  Sedentary work involves sitting most of the time, but may involve walking or standing for brief periods of time.  Jobs are sedentary if walking and standing are required only occasionally and all other sedentary criteria are met.

	OTHER
	In addition to the responsibilities described above, the role may include such other responsibilities, and duties as assigned from time to time, based upon Exempla Healthcare needs or requirements. 


	Never (N)
	Occasionally (O)
	Frequently (F)
	Constantly (C)

	0%
	1 - 33%
	34 - 66%
	67 - 100%

	To be moved:  Include weight of object and distance carried 
	Description of movement: lift/lower, push/pull, carry, reach above
	N
	O
	F
	C

	Patients:
	
	
	
	
	

	Supplies: Misc. paper/supply boxes up to 50 lbs. up to 10 yds.
	Lift/lower, carry, reach above, with assistance
	
	
	
	

	Equipment: Computer equipment, misc. office equipment up to 50 lbs. up to 10 yds.
	Lift/lower, carry
	
	
	
	

	Physical 
	N
	O
	F
	C
	Physical
	N
	O
	F
	C

	Standing:
	
	
	
	
	Fingering:
	
	
	
	

	Walking:
	
	
	
	
	Handling:
	
	
	
	

	Sitting:
	
	
	
	
	Feeling:
	
	
	
	

	Stooping:
	
	
	
	
	Visual acuity: near
	
	
	
	

	Kneeling:
	
	
	
	
	Visual acuity: far
	
	
	
	

	Squatting:
	
	
	
	
	Depth perception:
	
	
	
	

	Climbing:
	
	
	
	
	Color discrimination:
	
	
	
	

	Balancing:
	
	
	
	
	Peripheral vision:
	
	
	
	

	Other:
	
	
	
	
	Talking:
	
	
	
	

	Reaching-above shoulder:
	
	
	
	
	Hearing:
	
	
	
	

	Reaching-at or below shoulder:
	
	
	
	
	Running:
	
	
	
	

	Grasping:
	
	
	
	
	Other:
	
	
	
	

	Physical surroundings:
	N
	O
	F
	C
	Environmental conditions:
	N
	O
	F
	C

	Cold(50f or less):
	
	
	
	
	Chemicals:
	
	
	
	

	Heat(90f or more):
	
	
	
	
	Gases/Fumes:
	
	
	
	

	Dampness:
	
	
	
	
	Dust:
	
	
	
	

	Inside work:
	
	
	
	
	Radiation:
	
	
	
	

	Outside work:
	
	
	
	
	Other:  CRT
	
	
	
	

	Walking surface: carpet/tile, cement/asphalt, various  
	
	
	
	
	Vibration:
	
	
	
	

	Heights:  step stool
	
	
	
	
	Noise:  low to moderate
	
	
	
	


PHYSICAL REQUIREMENTS:  FREQUENCY
(NOTE:  Any changes must be pre-approved by Employee Occupational Health Services Department.)

JOB APPRAISAL SUMMARY AND SKILLS INVENTORY ASSESSMENT

JOB EXPECTATIONS CRITERIA, PERFORMANCE and EVALUATION SHEET
	TECHNICAL SKILLS
	· Able to proficiently use the internet/intranet

· Able to proficiently use EPIC

· Able to proficiently use Microsoft Word and Excel

· Able to proficiently use Microsoft Outlook

· Able to proficiently use all payer systems

	service-focus
	· Promotes mission, vision and values of ESJH and Exempla Healthcare

· Actively fulfills Best in the Nation goals

· Meets and promotes the BITN Service Behaviors:

· Acts Safely

· Communicates Effectively

· Acts Respectively

· Projects a Professional Image

· Promotes Teamwork

· Meets the expectations and requirements of internal and external customers

· Acts with customers in mind

· Establishes and maintains effective relationships and gains customers’ trust and respect

· Develops positive working relationships with customers through responsiveness and delivery of accurate, timely and effective services

· Exhibits effort and follow-through in resolving customer problems and needs in a timely manner or keeps customer frequently abreast of development and status of issue

· Brings resolution to issues on a timely basis and within policies or established standards

	JOB KNOWLEDGE
	· Able to understand and apply information, policies, procedures and skills required by the position.  
· Is adept with qualitative, quantitative or technical tools needed to perform the job

	quality of work produced
	· Accuracy, neatness and thoroughness with which the employee performs the job

· Tasks are performed to completion and errors are minimized

· Employee anticipates needs of user and ensures these needs are taken into consideration when completing assignments

· Does not always take the quick and easy way, rather ensures quality outcomes and timely work delivery

	productivity / quantity of work
	· Amount and extent to which work produced consistently meets requirements

· Able to complete assigned tasks within a specific time frame

· Seeks additional tasks when assigned tasks are completed

	PLANNING AND ORGANIZING
	· Able to plan and effectively organize work recognizing all parties needs

· Establishes appropriate priorities and meets deadlines

· Anticipates issues so as to improve the quality of products/services produced or delivered

· Is viewed by customers and peers as producing quality work with highest level of productivity and efficiency

	communicationS
	· Expresses thoughts clearly and concisely (verbal and written)

· Listens attentively to understand information provided by others

· Keeps necessary people informed and up-to-date

· Demonstrates effective presentation skills

· Projects poise and credibility in meetings

· Develops all materials with target audience in mind

	TEAMWORK / INTERPERSONAL SKILLS
	· Cooperates with co-workers to participate productively in group environment

· Promotes unity and offers support within the group, between functions, and across departments to accomplish objectives

· Is sought out by peers to seek resolutions to issues and is thought of as a key contributor to the team

· Contributes to a positive work environment that is supportive of coworkers and patients' needs

	supervision required
	· Independently carries out instructions and responsibilities and follows through with impacted parties/areas.

	RELIABILITY
	· The employee’s dependability in reporting for work as scheduled and on-time

· Review impact of any unplanned absences, lateness, or leaving work before the end of the regularly scheduled shift.  Also take into account the accurate and timely reporting of time worked, breaks, lunch periods, paid time off, etc.

	managing change (adaptability)
	· Able to understand and adjust to change in priorities, direction, operation, willing to try new ideas.

	MANAGING DIVERSITY
	· Deals effectively with all races, nationalities, cultures, disabilities, ages, gender and sexual orientation

· Supports equal and fair treatment of employees, co-workers, patients and visitors


