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COMPUTER AND BUSINESS SERVICES COORDINATOR
DISTINGUISHING FEATURES OF THE CLASS:

This is an essential position involving responsibility for coordinating the technological activities and the non-fiscal business operations for the multiple departments of a client health service organization, which includes Mental Health, Public Health, and Home Health Services. Work involves implementing the organization’s technology plan, coordinating technology applications with program goals, planning for ongoing (comprehensive) training programs and insuring a smooth and efficient operation of the organization’s network, clinical records, information management, billing systems, and HIPPA compliance.  The incumbent works with considerable independence in formulating and implementing various work methods. Supervision is exercised over the work of subordinate staff involved in reception, billing, and patient records. Work is performed under the general direction of the Director of Community and Public Health Services.

TYPICAL WORK ACTIVITIES:
Develops and assists in the planning and implementation of a Mental Health automated record and billing system;

Oversees, trouble shoots, and consults with individual 3-M users (Automated Home Health Clinical Record) as well as program supervision;
Coordinates computer assisted instruction and computer managed instruction for staff skill building;

Liaison to County information management committee and IT coordinator;

Prepares and submits required/appropriate reports;

Assists in the integration of technology applications or specific programs as well as the overall organization;

Responsible for HIPPA compliance and training for staff;

Oversees an annual computer skills needs assessment for all staff;

Oversees an annual equipment, and software needs assessment;

Supervises technical assistance on specific applications;

Provides technical support for required web and internet connections;

Supervises staff in reception, billing, and client records;
Creates and implements procedures for billing for client services and maintaining client records;
Manages accounts receivable including collection and reporting.

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND PERSONAL CHARACTERISTICS:
Thorough knowledge of computer hardware and software; 
Good knowledge of administrative methods, procedures and policy; 
Good knowledge of principles, practices and procedures of management;
Good knowledge of third-party medical reimbursement, billing, and accounts receivable management; 
Good knowledge of a variety of health insurance plans;

Working knowledge of the applications of major computer hardware and software; 
Ability to plan, organize and manage the implementation of projects; 
Ability to create and implement policies and procedures for receiving payment for patient services;
Ability to use internet to interface with multiple state agencies, payers, and community providers;

Ability to prepare a variety or records and reports;

Ability to plan and supervise the work of others;

Ability to communicate effectively; 
Ability to establish and maintain effective working relationships;

High degree of accuracy and attention to detail; 
Possess personal initiative and resourcefulness;

Physical condition commensurate with the demands of the position. 

MINIMUM QUALIFICATIONS:  Either:

A.   Bachelors degree in computer science or business administration and one year of experience in a position responsible for managing the computer operations and billing in a patient service organization; or
B.  Associate’s degree in computer science or business administration and three years of experience as described above; or
C.  High school or GED and five years of experience as described above.

