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Job Posting

Credentialing Technical Assistant II

+ Job ID: 51856

* Department: Credential Svc Bureau
 City: Bloomington, MN

* Location: HP - Bloomington Ceridian Bldg

* Position Type: Full-Time
+ Anticipated Work Schedule: Monday: 8:30am to 4:30pm
Tuesday: 8:30am to 4:30pm
Wednesday: 8:30am to 4:30pm
Thursday: 8:30am to 4:30pm
Friday: 8:30am to 4:30pm
 Hrs/Pay Period: 75
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Job Description:

We have an exciting opportunity for a full-time QA Credentialing Technical Assistant Il working at our
Ceridian office building in Bloomington. This position exists to accurately and efficiently complete provider
credentialing and recredentialing processes in accordance with regulatory accreditation and organizational
standards and policies. New practitioners are credentialed when their association with HealthPartners begins.
All practitioners are recredentialed every 2 years after that for hospital credentialing, and every 3 years for
health plan credentialing. This position will collect, validate and act on confidential information related to the
clinical and professional qualifications of over 18,000 practitioners. Decisions to include/exclude or terminate
practitioners are based on the information assembled and presented to the Credentialing Committee. At
HealthPartners, you'll find a culture where we live our values of excellence, compassion, integrity and most
importantly, partnership. By working together, we will improve health, create exceptional experiences for those
we serve and make care and coverage more affordable.

SCHEDULE:
Monday through Friday, 8:30am-4:30pm
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REQUIRED QUALIFICATIONS:
- High School diploma or GED
- Must meet one of the following:

* Two year post secondary education and two years work experience in a health care setting which
includes demonstrated proficiency working with Microsoft Word, Excel and Outlook

* 5 years work experience in an office or health care setting which includes demonstrated proficiency
working with Microsoft Word, Excel and Outlook

One year credentialing experience
- One year of direct customer service experience in an office or clinic environment

- Demonstrated proficiency with personal computers including word processing and basic spreadsheet
application experience

- Demonstrated oral communication skills

- Demonstrated critical thinking skills

- Demonstrated independent analytic problem-solving skills

- Demonstrated ability to work with all levels staff including management and physicians
- Ability to independently draft correspondence with proper grammar and punctuation

- Ability to organize work and follow detailed procedures

- Demonstrated ability to independently and accurately apply policies and procedures to make decisions
using sound judgment

- Ability to work independently and establish work priorities in an environment with frequent changes and
interruptions

- Ability to maintain effective working relationships with team members and internal and external
customers

ACCOUNTABILITIES:

1. Independently review provider applications applying HealthPartners criteria and procedures as a
measure of professional quality control in accordance with regulatory requirements at the time of initial
and re-credentialing.

2. Collect and evaluate appropriate documentation to complete file. This includes verification of license,
Drug Enforcement Agency (DEA) registration, education, malpractice history, work history, certifications,
and sanctions or restrictions.

3. Accurate data entry of demographics, education & training, licenses, affiliations and verifications into the
credentialing database.

4. Accurately link images using document management software

Independently analyze documentation to determine if provider meets all requirements or requires higher

level review.

6. Communicate with practitioners and clinic staff by phone, fax, email or mail in order to facilitate the
completion or clarification of credentialing materials.

e
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7. Work independently with clinics and other sources to identify changes in provider status (additions,
moves or terminations). Communicate information to customers of the department.

8. Support credentialing committees including preparation of meeting materials, communication with
committee members, attendance at meetings and other activities that support the committee process.

9. Meet turn around and production expectations according to department policies

10. Run reports weekly to assure that all files are accounted for

11. Organize work in order to process applications in a timely manner. Inform supervisor when unable to
maintain production standards or when there is a significant change in volume or complexity of work.

12. Participate in activities to develop and improve materials, policies and procedures to support day-to-day
operations.

13. Identify barriers to efficiently obtain credentialing materials. Develop and implement plans to remove the
barriers.

14. Accurately maintain credentialing database. Participate in activities that support development of
database program to assist in the credentialing process.

15. Assist in preparation for regulatory site visits such as National Committee for Quality Assurance
(NCQA), Joint Commission for Accreditation of Healthcare Organizations (JCAHO) and Minnesota
Department of Health (MDH) audits.

16. Act as resource person for QA Credentialing Tech Assistant | and Data Base Management Assistant

17. Maintain strict confidentiality of credentialing information. This information is peer review protected and
is subject to criminal penalty if improperly disclosed.

18. Demonstrate commitment to excellent customer service to ensure good working relationships with
internal and external parties involved in credentialing activities.

19. Perform other projects/duties as assigned.

HealthPartners is recognized nationally for providing outstanding care and experience for patients and
members. We offer an excellent salary and benefits package. For more information and to apply go to
www.healthpartners.com/careers and search for job ID #51856.

Additional Information:

We are an Equal Opportunity Employer and do not discriminate against any employee or applicant for
employment because of race, color, sex, age, national origin, religion, sexual orientation, gender
identity, status as a veteran, and basis of disability or any other federal, state or local protected class.
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