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			This position description serves as the official classification document of record for this position. Please complete the information as accurately as you can as the position description is used to determine the proper classification of the position.




	

		2. Employee's Name (Last, First, M.I.)
	8. Department/Agency

	
	MDHHS-COM HEALTH CENTRAL OFF

	3. Employee Identification Number
	9. Bureau (Institution, Board, or Commission)

	
	Bureau of Actuarial Services

	4. Civil Service Position Code Description
	10. Division

	DEPARTMENTAL SPECIALIST-2
	

	5. Working Title (What the agency calls the position)
	11. Section

	Encounter Processing Specialist
	Encounter Data Intake & Data Support Section 

	6. Name and Position Code Description of Direct Supervisor
	12. Unit

	Mata, Kaitlin ; STATE ADMINISTRATIVE MANAGER-1
	

	7. Name and Position Code Description of Second Level Supervisor
	13. Work Location (City and Address)/Hours of Work

	Parker, Chris ; State Division Administrator
	400 S. Pine, Capitol Commons, Lansing / Monday - Friday 8 - 5pm




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		This position serves as the specialist in the Managed Care System Operations section.  With assistance from a Departmental Analyst, directs functions related to the processing of managed care encounters.  These encounters are used to monitor the quality of care by the health plans and provide data for managed care rate setting, research projects, case management studies, and other requested data extracts; they support the Department is assessing the effectiveness of Medicaid managed care programs. With assistance from a Departmental Analyst, monitors the submission of data from many different types of managed care health plans on a statewide basis; communicates encounter requirements to both internal and external stakeholders; analyzes test data from the managed care entities and granting approval for submission of production encounter data; plans and oversees changes in data submission due to program additions or modifications, new HIPPA or ACA regulations, and/or department initiatives.; develops and executes user testing scenarios related to encounters in CHAMPS as defects are fixed and enhancements are instituted; and creates ad-hoc queries using Bi-Query software in the Data Warehouse to analyze and monitor large sets of encounter data for compliance and accuracy.



	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			15. Please describe the assigned duties, percent of time spent performing each duty, and what is done to complete each duty.

List the duties from most important to least important. The total percentage of all duties performed must equal 100 percent.




	
			Duty 1

	General Summary:
	Percentage:
	50

	With assistance from a Departmental Analyst, oversees the implementation of changes in the MMIS encounter processing system (CHAMPS) and pharmacy encounter processing in the Data Warehouse

	Individual tasks related to the duty:
	
	

	· Acts as the CHAMPS Encounter team lead and subject matter expert.
· Leads the State component of the end-to-end business processes related to encounters, including requirements, design, testing, and implementation to ensure that Department priorities are properly executed by our CHAMPS and Data Warehouse vendors.
· Maintains vast knowledge of multiple managed care programs (Medicaid Health Plans, Integrated Care Organizations, MIChoice, MI Health Team, Prepaid Inpatient Health Plans, Healthy Kids Dental, MIChild, Healthy Michigan) in order to assess the impact on encounters (how they may vary or any special encounter requirements).
· Provides technical information and expertise related to managed care encounters for on-going department initiatives.
· Collaborate effectively with multiple internal and external stakeholders to implement new policy that support department priorities, including cost-sharing requirements for Healthy Michigan (Medicaid expansion) beneficiaries.
· Monitors the test data of encounter submitters as new programs are implemented for compliance with state requirements and grants approval to submit production encounters.
· Supervises encounter submissions to ensure that necessary data is available as needed (i.e. encounters are available to be sent to the actuary for managed care rate setting).

	Duty 2

	General Summary:
	Percentage:
	35

	With assistance from a Departmental Analyst, serves as a liaison on encounter data submission for internal and external stakeholders  

	Individual tasks related to the duty:
	
	

	· Maintains vast knowledge of multiple managed care programs (Medicaid Health Plans, Integrated Care Organizations, MIChoice, MI Health Team, Prepaid Inpatient Health Plans, Healthy Kids Dental, MIChild, Healthy Michigan) in order to communicate encounter requirements properly to submitters and program teams.
· Advises Medicaid managed care organizations on state requirements for HIPAA 837 and Post Adjudicated v4.2 encounter formats via email, phone, and presentations at meetings.
· Answers inquiries for MDHHS staff and external stakeholders about encounter data. 
· Provides guidance for any new issues related to encounter data submission that may arise. It may be necessary for Specialist to research and weigh options as some problems may have not occurred previously. Solutions must fit with goals and policy of the department. 
· Attends and participates as necessary in internal meetings and meetings with external partners, including Medicaid Health Plan Operation Workgroup meetings, Data Warehouse Projects meeting, Bi-Monthly Medicaid Health Plan meetings.
· Monitors, researches, and communicates changes to the Medicaid managed care encounter submitters.

	Duty 3

	General Summary:
	Percentage:
	15

	With assistance from a Departmental Analyst, responds to requests from Division, Bureau, and Department management for data analysis critical to accurate decision making.

	Individual tasks related to the duty:
	
	

	· Researches and performs advanced level analysis through creating complex queries using Bi-Query software in the state Data Warehouse.  These queries may involve joining multiple tables that return results with very large unique data sets.
· Prepares responses with an advanced knowledge level to data requests from both internal and external sources.
· Works with inter-agency staff, vendors, and encounter submitters to address discrepancies in data as they relate to encounter data processing and then extracting that information to the Data Warehouse.
· Supports new users with setting up Bi-Query and helps them learn basic query requirements related to encounters.









	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

	
		16. Describe the types of decisions made independently in this position and tell who or what is affected by those decisions. 




	
	

		This position researches and responds to internal inquiries and requests from outside sources regarding HIPAA required mandates and MDHHS practices and requirements relating to processing of encounter data.  Information may be used to assess and apply reporting requirements as those requirements affect specified projects (i.e. - technical reporting specifications for the Medicaid managed care entities).  Prepares and presents materials to MDHHS staff addressing above noted requirements for assistance in staff position related functions.  Monitors data quality and communicates with Medicaid managed care entities regarding findings and changes required when appropriate.  This assists the managed care entities in meeting MDHHS contractual requirements, as well as improving the quality and content of data available for MDHHS use.  Determines the need for new encounter edits and revisions or discontinuation of established edits as well as determines appropriate logic design allowing for implementation and revision of encounter edits.  This allows for effective use of data by MDHHS.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

	
		17. Describe the types of decisions that require the supervisor's review. 




	
	

		Requests for changes in scope of work being performed by outside contractors based on assessment of project requirements.
Decisions that involve policy changes..






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		18. What kind of physical effort is used to perform this job? What environmental conditions in this position physically exposed to on the job? Indicate the amount of time and intensity of each activity and condition. Refer to instructions.




	
	

		The majority of work is performed in an office setting and requires use of computer equipment at least 75% of the time.  There will be some travel for on-site visits, meetings, and attending seminars as appropriate..






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			19. List the names and position code descriptions of each classified employee whom this position immediately supervises or oversees on a full-time, on-going basis.




	
	
	

		Additional Subordinates



	

	
	
	

	
		



	

	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
			20. This position's responsibilities for the above-listed employees includes the following (check as many as apply):




	
	
	
	
	
	
	
	
	

	
		N



	
		Complete and sign service ratings.



	
		N



	
		Assign work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
		N



	
		Provide formal written counseling.



	
		N



	
		Approve work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
		N



	
	
	

	
		N



	
		Approve leave requests.



	
	
	
		Review work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
		N



	
		Approve time and attendance.



	
		N



	
		Provide guidance on work methods.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
		N



	
		Orally reprimand.



	
		N



	
		Train employees in the work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
			22. Do you agree with the responses for items 1 through 20? If not, which items do you disagree with and why?




	
	

	
		Management prepared.






	

	
	
	
	
	
	
	
	
	
	
	

	
			23. What are the essential functions of this position?




	
	

	
		Ensuring managed care encounter data is accepted into CHAMPS and the Data Warehouse. 
Ability to utilize this data to support job functions.
Planning and implementing system changes that support new initiatives.
Communicating with internal and external stakeholders.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
			24. Indicate specifically how the position's duties and responsibilities have changed since the position was last reviewed.




	
	

	
		The position is the specialist in the Medical Services Administration for managed care encounter submission. The incumbent now receives assistance from a Departmental Analyst.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			25. What is the function of the work area and how does this position fit into that function?




	
	

	
		The Managed Care System Operations section handles all HIPAA file transactions, as well provides support for other areas in the Medical Services Administration that relate to Medicaid Managed Care. This position, with assistance from a Departmental Analyst, handles all issues related to 837 (medical/dental) Encounter HIPAA file submissions and NCPDP (Pharmacy) file submissions from our managed care entities. 






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			26. What are the minimum education and experience qualifications needed to perform the essential functions of this position.



	

	
	
	
	
	
	
	

		EDUCATION:



	
	
	
	
	

	
	
	
	
	
	
	

		Bachelor's degree in business, health care policy or administration, mathematics or social sciences with some course work in statistics.  Work experience using statistical methods in a health care administration environment may substitute for the statistics course work requirement.  Budget or actuarial work experience in a health care administration environment may qualify other types of bachelor's degrees as well.




	
	
	
	
	
	
	

		EXPERIENCE:



	
	
	
	
	

	
	
	
	
	
	
	

		
Departmental Specialist 13 - 15
Four years of professional experience, including two years equivalent to the experienced (P11) level or one year equivalent to the advanced (12) level.




	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		 High attention to detail.
 Ability to handle multiple tasks simultaneously. 
Strong communication skills – both oral and written.




	
	
	
	
	
	
	

		CERTIFICATES, LICENSES, REGISTRATIONS:



	
	
	

	
	
	
	
	
	
	

		None




	
	
	
	
	
	
	

	
		NOTE: Civil Service approval does not constitute agreement with or acceptance of the desired qualifications of this position.



	
	

	
	
	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
	
		
	
	
	
	

	
		I certify that the information presented in this position description provides a complete and accurate depiction of the duties and responsibilities assigned to this position.



	

	
		



	
		



	

	
	
	
	
	

	
		Supervisor



	
		Date



	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
		TO BE FILLED OUT BY APPOINTING AUTHORITY



	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
		
	
	

	
		Indicate any exceptions or additions to the statements of employee or supervisors.



	

	
	
	

	
		None 



	

	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
		
	
	
	
	

	
		I certify that the entries on these pages are accurate and complete.



	

	
	
	
	
	

	
		NAUSHI SMITH



	
		6/11/2018



	

	
	
	
	
	

	
		Appointing Authority



	
		Date



	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
		
	
	
	
	

	
		I certify that the information presented in this position description provides a complete and accurate depiction of the duties and responsibilities assigned to this position.



	

	
		



	
	
	

	
	
	
		



	

	
	
	
	
	

	
	
	
	
	

	
		Employee



	
	
	

	
	
	
		Date



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



