Spirit Lake Tribe

P.O. Box 359

Fort Totten, North Dakota 58335
katerid@spiritlakenation.com

Job Title: Medical Support Assistant - PRC Open Date: | February 1, 2023

SL Program: Spirit Lake Health Center Close Date: | February 14, 2023

Position Objective: This position is within the Purchased Referred Care (PRC) Department located within the
Spirit Lake Health Center, Ft. Totten, ND. The purpose of this position is to provide technical, administrative
and clerical support to the PRC department.

Work is performed and duties are carried out in accordance with established policies, procedures, and SLHC
core values.

Job Responsibilities

e Answers telephone and greets visitors; provides information and assistance; resolves problems;
prioritizes questions and concerns for supervisor’s attention.

e Assist in determining patient eligibility, scope and priority for the PRC program. Respond to PRC
inquiries and request for assistance that are made to the CEO.

e Responsible for effective and maximum utilization of PRC funds.

e Monitor funds, issue notifications to patients regarding eligibility status, respond to requests for
reconsideration as directed by management, coordinates appointment scheduling and transfers,
and conduct periodic document maintenance activities.

e Assist with the reporting of Catastrophic Health Emergency Fund (CHEF) cases by obligating these
funds as soon as possible.

e Manages medical referrals through coordination with tribal health clinics, which includes PRC
eligibility determinations, pricing health care services, issues purchase orders to authorize PRC
funds, and tracking payment s using intern al data systems, including Referred Care Information
System (RCIS) and Contract Health Services (CHS), and the IHS financial system.

e Ensures alternate resources are maximized and coordinates benefits among alternate payers,
which may include but is not limited to private insurance, Medicare, Medicaid, and other programs
available.

e Provides reports in accordance with established schedule and format as requested.

¢ Maintains adequate supply of required forms/documents.

e Creates, composes, edits, produces and/or distributes varied correspondence, reports, meeting
minutes, advertisements, mailings, notices and other materials; obtains, organizes, and plans
suitable presentation of content; reviews work for format consistency, grammatical construction
and typographical accuracy; presents finished materials for review, or distributes.

e Prepares requisitions for supplies as needed.

e Assists with implementation of policies and development of procedures.

e Participates on performance improvement teams and other committees as assigned.

e Must comply with federal laws and regulations as required by the Health Insurance Portability and
Accountability Act (HIPAA) and the Privacy Act of 1974.

e Performs related duties.



mailto:katerid@spiritlakenation.com

Qualifications, Experience and education required:

High school diploma or equivalent.

One (1) year of administrative office support experience sufficient to understand the major duties of
the position, and to be able to answer questions and resolve problems. Experience in a clinic setting
is preferred.

Knowledge of HIPAA and the Privacy Act of 1974.

Knowledge of medical terminology, diagnosis coding, and medical billing procedures.

Knowledge of IHS PRC guidelines, policies and procedures.

Knowledge of the PRC Applications/Notification, Eligibility, Denial/Approval and Appeal process.
Knowledge of Medicare/Medicaid, AHCCCS, Social Security Administration, County, State and Tribal
health programs and other related agencies policies and procedures.

Knowledge of various third parties, such as Medicare, Medicaid, Private Insurance, etc., availability
of health care resources, rules of eligibility for medical and other available programs to assist in
payment of health care costs.

Knowledge of modern office practices and procedures.

Knowledge of the correct and effective use of English, including grammar, spelling, and punctuation.
Knowledge of computers and job-related software programs.

Knowledge of customer service principles.

Ability to work with personal computer and utilize a variety of software applications, including
database and office software systems.

Ability to communicate clearly and effectively, both orally and in writing, using tact and sensitivity.
Ability to organize the multiple demands of the job.

Skill in data entry, word processing and use of basic computer software programs.

Skill in organization and maintaining accurate records and filing systems.

Skill in providing exceptional customer service.

Skill in prioritizing and planning.

Skill in interpersonal relations.

Skill in prioritizing and organizing work, and maintenance of files and records.

Skill in the use of such office equipment as a computer, scanner, fax machine, and copier.

Skill in oral and written communication.

Must successfully pass a criminal and background check.

Must successfully pass a pre-employment drug screen.

Job Location: Spirit Lake Health Center Company Spirit Lake
Industry: Health Center
Job Role: Medical Support Assistant — PRC
Employment Full- time Supervision PRC Department Director
Status:
Salary Range: $16.61 — $20.25 Manages no
Others:




Number of
Vacancies:

Other:

More detailed job description can be picked up in the Human Resource Department for this opening.

Please Send Application to:

Name: Spirit Lake Tribe Human Resource | Email: katerid@spiritlakenation.com or

Department normar@spiritlakenation.com
Address: P.O. Box 97 State North Dakota
City: Fort Totten Zip/Postal 58335

Code:

Phone: 701-381-0204 or Fax: 701-766-1272

701-381-0361
Application Complete application/Completed resume/Application materials must clearly explain
Procedure how experience and education are related to minimum qualifications and job duties.

Copy of Credentials /License/Copy of college transcripts/copy of valid driver’s
license/Names, addresses, phone numbers and permission to contact three references/If
seeking Indian Preference a copy of Tribal Enrollment must be attached/ If seeking
Veteran’s preference must include Form DD214/Authorization signature will be
required for background check and drug testing.




