HUMAN RESOURCES DEPARTMENT REQUISTION FORM
Received

FORWARD COMPLETED FORM TO: HUMAN RESOURCES DIRECTOR ,
0cT31 202 _J O
FROM (NAME OF DEPARTMENT): HEALTH & HUMAN SERVICES DEPT. )

Human Resources
ANNOUNCE VACANCY USING (check one box)

@ INTERNAL ANNOUNCEMENT PROCUDURE @ OPEN ANNOUNCEMENT PROCEDURE

POSITION TITLE / GRADE BILLING SUPERVISOR

A

o NEW POSITION OR REPLACEMENT FOR: MARICEL ESPINOSA EMPLOYEE NO 021164
DEPTNO _ 340~ POSITION/SLOT NO_003-G076~ =
ADVERTISED SALARY: 38,074.00 OTHER COMPENSATION: COMPENSATION TYPE:

SPECIAL REQUIREMENTS; SEE ATTACHED

WORK LOCATION / HOURS: CENTRAL OFFICE (EDINBURG) MON. - FRI. 7:30AM - 5:30PM OR AS ASSIGNED

ity
CONTAC SON: LYDIA SERNA EXTENSION / PHONE NO; (956) 383-6221

’ 1) / 3;/ [z

DeWéad or Elected Official Date

FUNDS AVAILABLE: YES X NO DATE OF FUND AVAILABILITY: 10/30/12
BUDGETED SALARY, GRADE & STEP: GRADE 11 STEP 1
BUDGETED OTHER ALLOWANCES:
APPROVED HR CHIEF OF STAFF / DATE APPROVED HR DIRECTOR / DATE
Approval by Commissioner’s Court Required: YES NO . If yes, attach copy of approval and/or date of

agenda and item number and have authorized representative of Commissioner’s Court sign below:

Commissioner’s Court Signature / Date Closing Date

Revised Date: May 2008




BILLING SUPERVISOR
GRADE: 11
GENERAL DESCRIPTION
Employee performs senior-level billing work. Work involves daily’ operatmnal management
of billing department and related functions. Monitors billing process to identify '
improvements, and makes recommendations to staff. Posmon may mvolve supervising staff S
and/or training of staff. ‘ '

EXAMPLES OF WORK PERFORMED

Train, supervise, evaluate, and effectively recommends employment and dxscnplme of all
staff in billing department

Develop and maintain procedures for efficient and accurate processing

Coordinate all billing and accounts with records and information

Supervise the monitoring and reconciliation of third party remittances and collections
Institute payment plans when necessary for delinquent accounts or fees

Address all problems related to billing and accounts

Assists client with any information regarding their accounts and billing

Ensures compliance with county, state, and federal laws and guidelines

Performs related work as assigned

GENERAL QUALIFICATION GUIDELINES

Experience and Education

Five (5) years related billing experience with high volume billing in the private sector or
public setting with one (1) year of supervisory experience preferred. Graduation from a
standard senior high school is required. A Bachelors Degree in Accounting or Business
Administration is preferred. Experience and education may be substituted for one another.

Knowledge, Skills, and Abilities
Knowledge of MS Word and Excel

Must have strong knowledge of billing and financial concepts

Strong analytical skills
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Significant experience in healthcare billing methodologies, such as Medlcald Medncare
HMO, PPO, etc. ,

Knowledge of coding

Excellent oral and written communication
Supervisory experience preferred
PHYSICAL DEMANDS:

The physical demands described here are representative of those that must be met by an
employee to successfully perform the essential functions of this job.

While performing the duties of this job, the employee is regularly required to talk or hear.
The employee frequently is required to stand. The employee is occasionally required to
walk; sit; use hands to find, handle, or feel objects, tools or controls; reach with hands and
arms; climb or balance; stoop and kneel.

The employee must occasionally lift and/or move over 25 pounds. Specific vision abilities
required by this job include close vision, depth perception, and the ability to adjust focus.

WORK ENVIRONMENT:

The work environment characteristics described here are representative of those an
employee encounter while performing the essential functions of this job.

The noise level in the work environment is usually moderate.

SAFETY REQUIREMENTS:

Maintain physical conditions appropriate to the performance of assigned duties and
responsibilities which may include the following:

¢ sitting for extended periods of time
e operating assigned equipment

Maintain mental capacity which permits:

¢ making sound decisions and using good judgment
¢ demonstrating intellectual capabilities

Effectively handle a work environment and conditions which involve:

working closely with others
¢ working in a multi-task environment

Maintain effective audio-visual discrimination and perception needed for:
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making observations R N

reading and writing Ty e LR
operating assigned equipment R v
communication with others ' o

required to follow the Hidalgo County Accident Prevenuon Pla and
safety regulations R
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BILLING SUPERVISOR
GRADE: 11
GENERAL DESCRIPTION
Employee performs senior-level billing work. Work mvolves daﬂyqperauonal managément
of billing department and related functions. Monitors bﬂhngprocess to identify il

nnprovements and makes recommendations to staff. Posmoﬂ may" mvolve supervnsmg sta‘ﬂ” ;
and/or training of staff. , ki

EXAMPLES OF WORK PERFORMED

Train, supervise, evaluate, and effectively recommends employment and dxscnplmeof all
staff in billing department , S

Develop and maintain procedures for efficient and accurate processing
Coordinate all billing and accounts with records and information
Supervise the monitoring and reconciliation of third party remittances and collections
Institute payment plans when necessary for delinquent accounts or fees
Address all problems related to billing and accounts
Assists client with any information regarding their accounts and billing
Ensures compliance with county, state, and federal laws and guidelines
Performs related work as assigned
GENERAL QUALIFICATION GUIDELINES
e an ion
Five (5) years related billing experience with high volume billing in the private sector or
public setting with one (1) year of supervisory experience preferred. Graduation from a
standard senior high school is required. A Bachelors Degree in Accounting or Business
Administration is preferred. Experience and education may be substituted for one another.
ledge, Ski d
Knowledge of MS Word and Excel
Must have strong knowledge of billing and financial concepts

Strong analytical skills
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Significant experience in healthcare billing methodologies, such as Medlcald Medlcare,
HMO, PPO, etc. , :

Knowledge of coding
Excellent oral and written communication

Supervisory experience preferred

PHYSICAL DEMANDS:

The physical demands described here are representative of those that mustbe et y.&n ,' |
employee to successfully perform the essential functions of this qu '

While performing the duties of this job, the employee is regularly requ:red w ta]k or' hem o

The employee frequently is required to stand. The employee is occasmna[ly requited fo *
walk; sit; use hands to find, handle, or feel objects, tools or controls; reach with hands and
arms; climb or balance; stoop and kneel.

The employee must occasionally lift and/or move over 25 pounds. Specific vision abilities
required by this job include close vision, depth perception, and the ability to adjust focus.

WORK ENVIRONMENT:

The work environment characteristics described here are representative of those an
employee encounter while performing the essential functions of this job.

The noise level in the work environment is usually moderate.
SAFETY REQUIREMENTS:

Maintain physical conditions appropriate to the performance of assigned duties and
responsibilities which may include the following:

» sitting for extended periods of time
® operating assigned equipment

Maintain mental capacity which permits:

¢ making sound decisions and using good judgment
* demonstrating intellectual capabilities

Effectively handle a work environment and conditions which involve:

¢ working closely with others
¢ working in a multi-task environment

Maintain effective audio-visual discrimination and perception needed for:
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making observations

reading and writing

operating assigned equipment
communication with others

required to follow the Hidalgo County Accident Pre‘ventlo/ri Pf
safety regulations /
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HUMAN RESOURCES DEPARTMENT REQUISTION FORM

Recewed

FORWARD COMPLETED FORM TO: HUMAN RESOURCES DIRECTOR
0CT 31 2012

FROM (NAME OF DEPARTMENT): HEALTH & HUMAN SERVICES DEPT. \j“/\

Human Resources
ANNOUNCE VACANCY USING (check one box)
@ INTERNAL ANNOUNCEMENT PROCUDURE @ OPEN ANNOUNCEMENT PROCEDURE
POSITION TITLE / GRADE CLINIC AIDEII ,/
o NEW POSITION OR REPLACEMENT FOR: SAN JUANITA ACEVEDO - EMPLOYEE NO 027308
DEPTNO _ 340" POSITION/SLOT NO_003-0045 7 i
ADVERTISED SALARY: 20,570.00” OTHER COMPENSATION: COMPENSATION TYPE:

SPECIAL REQUIREMENTS: SEE ATTACHED

WORK LOCATION / HOURS: HIDALGO COUNTY MON. - FRI. 7:30AM - 5:30PM OR AS ASSIGNED

CONTA T'éFRSON: YDIA SERNA EXTENSION / PHONE NO: (956) 383-6221

10/31[r2.
Z/BepaWcad or Elected Official Date

v

FUNDS AVAILABLE: YES X NO DATE OF FUND AVAILABILITY: 10/30/12

BUDGETED SALARY, GRADE & STEP: GRADE 3 STEP 1

BUDGETED OTHER ALLOWANCES:

APPROVED HR CHIEF OF STAFF / DATE APPROVED HR DIRECTOR / DATE

Approval by Commissioner’s Court Required: YES NO . If yes, attach copy of approval and/or date of
agenda and item number and have authorized representative of Commissioner’s Court sign below:

Commissioner’s Court Signature / Date Closing Date

Revised Dale: May 2008




CLINIC AIDEIT
GRADE: 03
GENERAL DESCRIPTION
Performs routine to moderate (journey-level) lab work, plﬁttmg, dletéry }ecalls nutrition’’
education, issuing appointments and other clerical duties; Works under Nutritionist or LVN
supervision, with limited latitude for the use of initiative and mdependent judgment.
EXAMPLES OF WORK PERFORMED |
Performs nursing functions as appropriate
Takes and records patients’ data on appropriate forms and health .r"écords a
Pulls and files patients’ information |
Issues food cards and appointments

Performs Income screening

Interviews clients, staff, and clients' relatives to obtain information related to clients' dietary
needs

Assist in nutrition education and dietary counseling services
Assist in the development of nutrition education programs

Refers individuals to other agencies or institutions for nutrition and dietary services as
appropriate

Performs related work as assigned
GENERAL QUALIFICATION GUIDELINES

Experience and Education

Two (2) years experience in Public Health. Graduation from a high school or equivalent is
generally preferred. Graduate from a Vocational school with a certificate of Medical
Assistant, Nurse's Aide or related field preferred. Experience and education may be
substituted for one another.

Knowledge, Skills, and Abilities

Knowledge of the principles of patient care

Skill in the use of equipment used in patient care
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Interviewing skills

Ability to communicate effectively

Registration, Certification, or Licensure

Certification of Medical Assistant, Nurse's Aide or related field |

PHYSICAL DEMANDS:

3

The physical demands described here are representative of those that must be met by an: . i
employee to successfully perform the essential functions of this jOb L R e R

While performing the duties of this job, the employee is regularly requlred to talk or hear.
The employee frequently is required to stand. The employee is occasionally required to
walk; sit; use hands to find, handle, or feel objects, tools or controls; reach with hands and
arms; climb or balance; stoop and kneel.

The employee must occasionally lift and/or move over 25 pounds. Specific vision abilities
required by this job include close vision, depth perception, and the ability to adjust focus.

WORK ENVIRONMENT:

The work environment characteristics described here are representative of those an
employee encounter while performing the essential functions of this job.

The noise level in the work environment is usually moderate.
SAFETY REQUIREMENTS:

Maintain physical conditions appropriate to the performance of assigned duties and
responsibilities which may include the following:

e sitting for extended periods of time
® operating assigned equipment

Maintain mental capacity which permits:

¢ making sound decisions and using good judgment
* demonstrating intellectual capabilities

Effectively handle a work environment and conditions which involve:

e working closely with others
¢ working in a multi-task environment
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Maintain effective audio-visual discrimination and perception needed for. v 7 2

making observations

reading and writing

operating assigned equipment
commumcanon with others

safety regulations
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CLINIC AIDE I
GRADE: 03

GENERAL DESCRIPTION

‘ -

Performs routine to moderate (journey-level) lab work, plol,:tmg, dmtﬁry recalls nutrmon» .

education, issuing appointments and other clerical duties;’'Works uhidér Nutritionist or LV]
supervision, with limited latitude for the use of initiative and mdepehdent judgment.

EXAMPLES OF WORK PERFORMED

Performs nursing functions as appropriate
Takes and records patients’ data on appropriate forms and healthif“et:ogdlg .
Pulls and files patients’ information |
Issues food cards and appointments

Performs Income screening

Interviews clients, staff, and clients' relatives to obtain information related to clients' dietary
needs

Assist in nutrition education and dietary counseling services
Assist in the development of nutrition education programs

Refers individuals to other agencies or institutions for nutrition and dietary services as
appropriate

Performs related work as assigned
GENERAL QUALIFICATION GUIDELINES

ience E
Two (2) years experience in Public Health. Graduation from a high school or equivalent is
generally preferred. Graduate from a Vocational school with a certificate of Medical
Assistant, Nurse’s Aide or related field preferred. Experience and education may be
substituted for one another.
Knowledge, Skills bilities

Knowledge of the principles of patient care

Skill in the use of equipment used in patient care
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Interviewing skills

Ability to communicate effectively

Registration, Certification, or Li e :
Certification of Medical Assistant, Nurse’s Aide or related field

PHYSICAL DEMANDS:

—~ ‘

The physical demands described here are representative of those that must be met by an “
employee to successfully perform the essential functions of tlus job. R g

While performing the duties of this job, the employee is regularly‘rcqulred to talk or hear
The employee frequently is required to stand. The employee is occasmr;ally reqmred to
walk; sit; use hands to find, handle, or feel objects, tools or controls; reach*with-hands:and
arms; climb or balance; stoop and kneel.

The employee must occasionally lift and/or move over 25 pounds. Specific vision abilities
required by this job include close vision, depth perception, and the ability to adjust focus.

WORK ENVIRONMENT:

' The work environment characteristics described here are representative of those an
employee encounter while performing the essential functions of this job.

The noise level in the work environment is usually moderate.

SAFETY REQUIREMENTS:

Maintain physical conditions appropriate to the performance of assigned duties and
responsibilities which may include the following:

¢ sitting for extended periods of time
e operating assigned equipment

Maintain mental capacity which permits:

¢ making sound decisions and using good judgment
¢ demonstrating intellectual capabilities

Effectively handle a work environment and conditions which involve:

e working closely with others
e working in a multi-task environment
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making observations
reading and writing

operating assigned equipment
commumcatlon with others

safety regulations
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HUMAN RESOURCES DEPARTMENT REQUISTION FORM

<eceived
FORWARD COMPLETED FORM TO: HUMAN RESOURCES DIRECTOR
0CT 31 2012
FROM (NAME OF DEPARTMENT): HEALTH & HUMAN SERVICES DEPT. \
Human Resouices

ANNOUNCE VACANCY USING (check one box)
@ INTERNAL ANNOUNCEMENT PROCUDURE @ OPEN ANNOUNCEMENT PROCEDURE

POSITION TITLE / GRADE ELIGIBILITY SPECIALIST Il v

o NEW POSITION OR REPLACEMENT FOR: MARICELA GARCIA CERDA EMPLOYEE NO 147672

DEPTNO 240 ~ POSITION/SLOT NO 001-0010+

y o :
ADVERTISED SALARY: 25,912.00" OTHER COMPENSATION: COMPENSATION TYPE:

SPECIAL REQUIREMENTS: SEE ATTACHED

WORK LOCATION / HOURS: HIDALGO COUNTY MON. - FRI. 7:30AM - 5:30PM OR AS ASSIGNED

=

CONTACT PERSON: DAIREN SARMIENTO EXTENSION / PHONE NO: (956) 318-20i
M= ro/31]r>
Dep/ﬁ ] or Elected Official Date
/ \
/ (/ N2
FUNDS AVAILABLE: YES X NO DATE OF FUND AVAILABILITY: 10/30/12
BUDGETED SALARY, GRADE & STEP: GRADE 6 STEP 1
BUDGETED OTHER ALLOWANCES:
APPROVED HR CHIEF OF STAFF / DATE APPROVED HR DIRECTOR / DATE
Approval by Commissioner’s Court Required: YES NO . If yes, attach copy of approval and/or date of

agenda and item number and have authorized representative of Commissioner’s Court sign below:

Commissioner’s Court Signature / Date Closing Date

Revised Date: May 2008




ELIGIBILITY SPECIALIST I1
GRADE: 06
GENERAL DESCRIPTION

Determine eligibility for Hidalgo County residents for County Ind1gent Health Ca:e

Program as well as other direct assistance programs, which include funeral assistance, " ! .,5 3

medical transportanon lodging and meals. Assist County res1dents in identifying and
obtaining various financial and health care resources; provxde commumty resource .
information and make appropriate referrals. :
EXAMPLES OF WORK PERFORMED

Receive, review and process applications and determine eligibility utxhzlng estabhshed state
and county program policies and procedures within established time frames -

Identify and respond to community needs and concerns and make adequate referrals to
appropriate agencies and assist in the development of resources to meet anticipated
demands

Prepare various reports and correspondence

Be available to answer questions and provide information to the general public and assist in
identifying resources

Attend and participate in staff meetings and workshops

Stay abreast of policies and procedural changes in the Indigent Program and other related
health care programs

Properly prepare and complete necessary program forms and documents
Maintain and update participant computer and hard copy case files
Assist in clerical work as needed

Studies and analyzes operations and problems, and prepares reports of findings and
recommendations

Recommends activities to produce a more effective program
Prepares justifications for procedural or policy changes
Provides technical assistance on program services

Works with program staff in determining trends and resolving technical problems
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Ability to work well with others
May train others
Performs related work as assigned

GENERAL QUALIFICATION GUIDELINES

Experience and Education
Four (4) years experience with Indigent Health Care, Medicaid Program; or related soé_i,alll -'v; :

programs preferred; Graduation from a high school or equivalent; Associate degree or..
vocational training; Experience and education may be substituted for one another: . .=~ '

Knowledge, Skills, and Abilities
Knowledge of local, state, and federal laws related to the program area, of puiﬁl{c

administration and management techniques; of statistical analysis processes; and of
program planning and implementation

Ability to gather, assemble, correlate, and analyze facts; to devise solutions to problems; to

prepare reports; to develop and evaluate policies and procedures; to communicate
effectively; and to train others

PHYSICAL DEMANDS:

The physical demands described here are representative of those that must be met by an
employee to successfully perform the essential functions of this job.

While performing the duties of this job, the employee is regularly required to talk or hear.
The employee frequently is required to stand. The employee is occasionally required to
walk: sit; use hands to find, handle, or feel objects, tools or controls; reach with hands and
arms; climb or balance; stoop and kneel.

The employee must occasionally lift and/or move over 25 pounds. Specific vision abilities
required by this job include close vision, depth perception, and the ability to adjust focus.

WORK ENVIRONMENT:

The work environment characteristics described here are representative of those an
employee encounter while performing the essential functions of this job.

The noise level in the work environment is usually moderate.

SAFETY REQUIREMENTS:

Maintain physical conditions appropriate to the performance of assigned duties and
responsibilities which may include the following:
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e sitting for extended periods of time , o Lot
standing for extended periods of time ’ ‘
e operating assigned equipment

Maintain mental capacity which permits:

* making sound decisions and using good Judgment
¢ demonstrating intellectual capabilities

Effectively handle a work environment and conditions which ‘ixﬁroliié: i / }

¢ working closely with others
¢ working in a multi-task environment

Maintain effective audio-visual discrimination and perception needed for:

making observations

reading and writing

operating assigned equipment

communication with others

required to follow the Hidalgo County Accident Prevention Plan and department’s
safety regulations
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ELIGIBILITY SPECIALIST IT

GRADE: 06

GENERAL DESCRIPTION U FE : ‘f’?f

Determine eligibility for Hidalgo County residents for County Inch nt Health Care -
Program as well as other direct assistance programs, whlelmnchl 2 funeral assistance, .
medical transpoxtauon, lodging and meals. Assist Countyvrecld-f m identifying and -
obtaining various financial and health care resources; pro\nde comﬁzﬁmty resource .
information and make appropriate referrals. £

EXAMPLES OF WORK PERFORMED

Receive, review and process applications and determine ehglblhty uqhzmg estab[ished state
and county program policies and procedures within established time frafnes . -~ : *

Identify and respond to community needs and concerns and make adequate referrals to
appropriate agencies and assist in the development of resources to meet anticipated
demands

Prepare various reports and correspondence

. Be available to answer questions and provide information to the general public and assist in
identifying resources

Attend and participate in staff meetings and workshops

Stay abreast of policies and procedural changes in the Indigent Program and other related
health care programs

Properly prepare and complete necessary program forms and documents
Maintain and update participant computer and hard copy case files
Assist in clerical work as needed

Studies and analyzes operations and problems, and prepares reports of findings and
recommendations

Recommends activities to produce a more effective program
Prepares justifications for procedural or policy changes
Provides technical assistance on program services

Works with program staff in determining trends and resolving technical problems

Page 1 of 3



Ability to work well with others

May train others

Performs related work as assigned | » C ~ DR

GENERAL QUALIFICATION GUIDELINES

Experience and Education

Four (4) years experience with Indigent Health Care, Medlcaxd Program,, or related socmin _
programs preferred; Graduation from a high school or equlva’lent Associ‘ah 16; \ '
vocational training; Experience and education may be substltuted for one: anofh

Knowledge, Skills, and Abilities ey g T e

r
- L
nq “,b .

Knowledge of local, state, and federal laws related to the program area; of pubhc
administration and management techniques; of statistical analysis processes; and of
program planning and implementation

Ability to gather, assemble, correlate, and analyze facts; to devise solutions to problems; to

prepare reports; to develop and evaluate policies and procedures; to communicate
effectively; and to train others

PHYSICAL DEMANDS:

The physical demands described here are representative of those that must be met by an
employee to successfully perform the essential functions of this job.

While performing the duties of this job, the employee is regularly required to talk or hear.
The employee frequently is required to stand. The employee is occasionally required to
walk; sit; use hands to find, handle, or feel objects, tools or controls; reach with hands and
arms; climb or balance; stoop and kneel.

The employee must occasionally lift and/or move over 25 pounds. Specific vision abilities
required by this job include close vision, depth perception, and the ability to adjust focus.

WORK ENVIRONMENT:

The work environment characteristics described here are representative of those an
employee encounter while performing the essential functions of this job.

The noise level in the work environment is usually moderate.

SAFETY REQUIREMENTS:

Maintain physical conditions appropriate to the performance of assigned duties and
responsibilities which may include the following:
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¢ sitting for extended periods of time
¢ standing for extended periods of time
¢ operating assigned equipment

Maintain mental capacity which permits:

¢ making sound decisions and using good judgment o
¢ demonstrating intellectual capabilities R

Effectively handle a work environment and conditions which ‘ih“volv_'e‘:"i”'f_' ‘

¢ working closely with others
¢ working in a multi-task environment

Maintain effective audio-visual discrimination and perception needed for; I

making observations

reading and writing

operating assigned equipment

communication with others

required to follow the Hidalgo County Accident Prevention Plan and department’s
safety regulations
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HUMAN RESOURCES DEPARTMENT REQUISTION FORM

Receved

0CT 31 201
FROM (NAME OF DEPARTMENT): HEALTH & HUMAN SERVICES DEPT'*‘{U
fuman Reso

FORWARD COMPLETED FORM TO: HUMAN RESOURCES DIRECTOR

urces
ANNOUNCE VACANCY USING (check one box)

B INTERNAL ANNOUNCEMENT PROCUDURE @ OPEN ANNOUNCEMENT PROCEDURE

POSITION TITLE / GRADE ELIGIBILITY SPECIALIST |

o NEW POSITION OR REPLACEMENT FOR: LINDA CHRISTINE MICHELLS  EMPLOYEE NO 058335

DEPT NO 240 L POSITION/SLOT NO 001-0034
D Do, 0O
ADVERTISED SALARY: $23.385.00 OTHER COMPENSATION: COMPENSATION TYPE:

SPECIAL REQUIREMENTS: SEE ATTACHED

WORK LOCATION / HOURS: HIDALGO COUNTY MON. - FRI. 7:30AM - 5:30PM OR AS ASSIGNED

CONTACT PERSON: DAIREN SARMIENTO EXTENSION / PHONE NO: 956-318-2011

tolgr =
Department Héa#SrF letted Official Date
FUNDS AVAILABLE: YES X NO DATE OF FUND AVAILABILITY: 11/18/12
BUDGETED SALARY, GRADE & STEP: GRADE 4 STEP 1/
BUDGETED OTHER ALLOWANCES:
APPROVED HR CHIEF OF STAFF / DATE APPROVED HR DIRECTOR / DATE
Approval by Commissioner’s Court Required: YES NO . If yes, attach copy of approval and/or date of

agenda and item number and have authorized representative of Commissioner’s Court sign below:

Commissioner’s Court Signature / Date Closing Date

Revised Date: May 2008

——




ELIGIBILITY SPECIALIST I
GRADE: 04
GENERAL DESCRIPTION
Determine eligibility for Hidalgo County residents for County Indigént Health Care
Program as well as other direct assistance programs, which include funeral assistance,
medical transportatxon lodging and meals. Assist County residents:i in 1dent1fy1ng and.
obtaining various financial and health care resources; provxde commumty resource
information and make appropriate referrals. :

EXAMPLES OF WORK PERFORMED o

Receive, review and process applications and determine eligibility utilizing estabhshed state
and county program policies and procedures within established time frames

Identify and respond to community needs and concerns and make adequate referrals to
appropriate agencies and assist in the development of resources to meet anticipated
demands

Prepare various reports and correspondence

Be available to answer questions and provide information to the general public and assist in
identifying resources

Attend and participate in staff meetings and workshops

Stay abreast of policies and procedural changes in the Indigent Program and other related
health care programs

Properly prepare and complete necessary program forms and documents
Maintain and update participant computer and hard copy case files
Assist in clerical work as needed

Studies and analyzes operations and problems, and prepares reports of findings and
recommendations

Recommends activities to produce a more effective program
Prepares justifications for procedural or policy changes
Provides technical assistance on program services

Works with program staff in determining trends and resolving technical problems
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Ability to work well with others
Performs related work as assigned

GENERAL QUALIFICATION GUIDELINES

Experience and Education

Two (2) years experience with Indigent Health Care, Medicaid Progtdﬁxi orrelated social . =
programs preferred. Graduation from a high school or equivalent; E érience and education’ -
may be substituted for one another. R PR

Knowledge, Skills, and Abilities
Knowledge of local, state, and federal laws related to the program érea; of pﬁblié c

administration and management techniques; of statistical analysis processes; and of et
program planning and implementation.

Ability to gather, assemble, correlate, and analyze facts; to devise solutions to problems; to
prepare reports; to develop and evaluate policies and procedures; to communicate
effectively; and to train others.

PHYSICAL DEMANDS:

The physical demands described here are representative of those that must be met by an
employee to successfully perform the essential functions of this job.

While performing the duties of this job, the employee is regularly required to talk or hear.
The employee frequently is required to stand. The employee is occasionally required to
walk; sit; use hands to find, handle, or feel objects, tools or controls; reach with hands and
arms; climb or balance; stoop and kneel.

The employee must occasionally lift and/or move over 25 pounds. Specific vision abilities
required by this job include close vision, depth perception, and the ability to adjust focus.

WORK ENVIRONMENT:

The work environment characteristics described here are representative of those an
employee encounter while performing the essential functions of this job.

The noise level in the work environment is usually moderate.
SAFETY REQUIREMENTS:

Maintain physical conditions appropriate to the performance of assigned duties and
responsibilities which may include the following:
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* sitting for extended periods of time
¢ standing for extended periods of time o
* operating assigned equipment ' -

Maintain mental capacity which permits:

making sound decisions and using good judgment
¢ demonstrating intellectual capabilities

Effectively handle a work environment and conditions which involve:

working closely with others
¢ working in a multi-task environment

Maintain effective audio-visual discrimination and perception needed for: -

making observations

reading and writing

operating assigned equipment

communication with others

required to follow the Hidalgo County Accident Prevention Plan and department’s
safety regulations
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ELIGIBILITY SPECIATIST I
GRADE: 04

GENERAL DESCRIPTION i

Determine eligibility for Hidalgo County residents for Coupty Indx ent Health Care
Program as well as other direct assistance programs, whldh?mcg;de ineral assnstance, o
medlcal transportatxon, lodgmg and meals. Assist County rés1 ntsiin '
information and make appropriate referrals.

EXAMPLES OF WORK PERFORMED

Receive, review and process applications and determine ehglblhty utxhzm estabhshed state |
and county program policies and procedures within established time ﬁalnes R

Identify and respond to commumty needs and concerns and make adequate referrals to
appropriate agencies and assist in the development of resources to meet anticipated
demands

Prepare various reports and correspondence

Be available to answer questions and provide information to the general public and assist in
identifying resources

Attend and participate in staff meetings and workshops

Stay abreast of policies and procedural changes in the Indigent Program and other related
health care programs

Properly prepare and complete necessary program forms and documents
Maintain and update participant computer and hard copy case files
Assist in clerical work as needed

Studies and analyzes operations and problems, and prepares reports of findings and
recommendations

Recommends activities to produce a more effective program
Prepares justifications for procedural or policy changes
Provides technical assistance on program services

Works with program staff in determining trends and resolving technical problems
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Ability to work well with others
Performs related work as assigned

GENERAL QUALIFICATION GUIDELINES
Experience and Education
Two (2) years experience with Indigent Health Care, Medicaid Program or related soc1a.l

programs preferred. Graduation from a high school or equxvalent Exnénence and educzmqn{ :
may be substituted for one another. B )

Knowledge, Skills, and Abilities

Knowledge of local, state, and federal laws related to the program area, of puBIlc
administration and management techniques; of statistical analysis procésses; and of
program planning and implementation.

Ability to gather, assemble, correlate, and analyze facts; to devise solutions to problems; to
prepare reports; to develop and evaluate policies and procedures; to communicate
effectively; and to train others.

PHYSICAL DEMANDS:

The physical demands described here are representative of those that must be met by an
employee to successfully perform the essential functions of this job.

While performing the duties of this job, the employee is regularly required to talk or hear.
The employee frequently is required to stand. The employee is occasionally required to
walk; sit; use hands to find, handle, or feel objects, tools or controls; reach with hands and
arms; climb or balance; stoop and kneel.

The employee must occasionally lift and/or move over 25 pounds. Specific vision abilities
required by this job include close vision, depth perception, and the ability to adjust focus.

WORK ENVIRONMENT:

The work environment characteristics described here are representative of those an
employee encounter while performing the essential functions of this job.

The noise level in the work environment is usually moderate.
SAFETY REQUIREMENTS:

Maintain physical conditions appropriate to the performance of assigned duties and
responsibilities which may include the following:
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sitting for extended periods of time
¢ standing for extended periods of time
e operating assigned equipment

Maintain mental capacity which permits:

* making sound decisions and using good judgment = " s ‘
¢ demonstrating intellectual capabilities |

Effectively handle a work environment and conditions whichrinvolve:,

working closely with others RSO
¢ working in a multi-task environment - :

Maintain effective audio-visual discrimination and perception needéd for; : -

making observations

reading and writing

operating assigned equipment
communication with others

required to follow the Hidalgo County Accident Prevention Plan and department’s
safety regulations
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