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OVERVIEW

NAMSS is committed to supporting our members as they recruit 
top-quality candidates for their open positions within medical 
services and staff departments. Use the listings enclosed to build 
job descriptions that best fits vacancies within your department.

Notes: 

Credentialing guidelines and verifications will need to be aligned 
with your regulatory body requirements and organization’s policies 
and procedures. The job descriptions are meant to provide 
guidance only. You can customize them based on your facility 
needs and expectations for the desired position.

Responsibilities by years of experience are meant to offer 
guidance as you build job descriptions for different positions  
within your department. 

Responsibilities may vary depending on the size of your 
organization or department as well as your specific work setting.
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Reference the NAMSS Job Description Builder as you develop job descriptions for your department and organization. This 
document is meant to serve as a guide to help you build an accurate job description that best meets your need. Qualifications, 
responsibilities, and skills required may vary depending on your organization, department, and specific work setting. 

1. To start, review the qualifications by level of experience on page 4, and select what potential job titles, minimum work education and 
experience, and certifications that best align with the position you are trying to fill. 

2. Review the core functions on page 5 and consider which competencies are of most importance to the position. 

3. Once you have pinpointed the competencies you want to include, review the responsibilities that make up each competencies on pages 
6 – 25. Each competency includes responsibilities by level of experience.

4. Knowledge and skillsets that are essential to the medical services profession are listed on page 26. Select from the list any attributes  
that are needed for your open position. 

5. Once you have your selections, copy and paste them into the NAMSS Job Description Template or the format preferred by  
your organization.

6. Adjust for your department and facility as needed. 

INSTRUCTIONS
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EXPERIENCE

Entry Level Mid-Career Management Executive

Potential  
Job Tit les

Credent ia l ing Special ist

Medical  Staff  Services Special ist

Provider Enrol lment Special ist

Pr iv i leging Coordinator

Credent ia l ing Coordinator

Medical  Staff  Coordinator

Senior Provider Enrol lment  
Special ist  (or  Lead)

Peer Review Coordinator

Qual i ty Coordinator

Contract Coordinator

Manager

Director
Execut ive Vice President

Minimum  
Education

High School Diploma

Associate’s Degree

Bachelor’s Degree

Bachelor's Degree

Associate's Degree

Bachelor's Degree

Associate's Degree

Master's Degree:  
Encouraged

Bachelor's Degree

Associate's Degree

Master's Degree:  
Encouraged

Minimum 
Work  

Experience

0-4 years of  work exper ience

Exper ience in medical  services  
profession and [ insert  work  
sett ing] :  Preferred

Exper ience in provider enrol lment 
profession, and/or insurance plan: 
Preferred

Prior healthcare  
industry exper ience: Preferred

5-14 years of  exper ience

Exper ience in medical  services  
profession and  
[ insert  work sett ing]

Exper ience in provider enrol lment 
profession, and/or insurance  
plan:  Preferred

Prior healthcare  
industry exper ience

15-24 years of  
exper ience

Exper ience in  
medical  services  
profession and  
[ insert  work sett ing]

Pr ior healthcare  
industry exper ience

25+ years of  Exper ien

Exper ience in  
medical  services  
profession and  
[ insert  work sett ing]

Pr ior healthcare  
industry exper ience

Required  
Certif ication 

None 

Cert i f ied Provider Credent ia l ing  
Special ist  (CPCS):  Preferred

Cert i f ied Provider Credent ia l ing  
Special ist  (CPCS):  Within f ive years  

on the job

Cert i f ied Provider Credent ia l ing 
Special ist  (CPCS)

Cert i f ied Professional  Medical  
Services Management (CPMSM)

Cert i f ied Provider  
Credent ia l ing Special ist 

(CPCS)

Cert i f ied Professional 
Medical  Services  

Management (CPMSM): 
Preferred

Cert i f ied Provider  
Credent ia l ing Special ist 

(CPCS)

Cert i f ied Professional  
Medical  Services  

Management (CPMSM):  
Preferred
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CORE FUNCTIONS

Competency Entry Level Mid-Career Managerial Executive

Conducts,  Part ic ipates In, 
and Maintains  

Pr imary Source Ver i f icat ion
• • • •

Conducts,  Part ic ipates In,  
and Maintains  

Credent ia l ing and Pr iv i leging
• • • •

Manages the Credent ia l ing or  
Pr iv i leging Process • • • •

Conducts,  Part ic ipates In, 
and Maintains Current  
Cl in ical  Competency  

Evaluat ions and Peer Review
• • • •

Complies with Accreditat ion 
and Regulatory Standards • • • •
Manages Compl iance with 

State and Federal  
Accreditat ion Standards and 

Regulatory Requirements
• • • •

Manages  
Departmental  Operat ions • • • •

Manages Provider  
Enrol lment Process • • • •
Faci l i tates Medical  

Staff  Funct ions • • • •
Analyzes and Manages Data • • • •

• Very Essential      •   Essential      •   Somewhat Essential
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This competency is considered essential for all levels of experience within the provider enrollment work setting.
*Individuals within Provider Enrollment should be aware of outreach to primary sources for practitioners’ information and can evaluate information from primary sources.

CONDUCTS, PARTICIPATES IN, AND 
MAINTAINS PRIMARY SOURCE VERIFICATION 

Entry Level

Very Essential

Perform outreach to pr imary sources for pract i t ioners’  information. Obtain and evaluate information from pr imary sources.*

Perform detai led and thorough review of appl icat ions, pr imary source ver i f icat ions,  and sources provided.

Recognize potent ia l  discrepancies and adverse information, and independent ly invest igate and val idate  
information appl icat ions, pr imary source ver i f icat ions,  or other sources.

Ver i fy and document expirables using acceptable ver i f icat ion sources to ensure compl iance with accreditat ion and regulatory standards.

Serve as main point of  contact for external  quer ies regarding pract i t ioners’  status,  providing responses in a t imely matter. 

Mid-Career

Very Essential

Perform outreach to pr imary sources for pract i t ioners’  information. Obtain and evaluate information from pr imary sources.*

Perform detai led and thorough review of appl icat ions, pr imary source ver i f icat ions,  and sources provided.

Recognize potent ia l  discrepancies and adverse information, and independent ly invest igate and val idate information appl icat ions, pr imary source 
ver i f icat ions,  or other sources.

Ver i fy and document expirables using acceptable ver i f icat ion sources to ensure compl iance with accreditat ion and regulatory standards.

Serve as main point of  contact for external  quer ies regarding pract i t ioners’  status,  providing responses in a t imely matter.  
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This competency is considered essential for all levels of experience within the provider enrollment work setting.
*Individuals within Provider Enrollment should be aware of outreach to primary sources for practitioners’ information and can evaluate information from primary sources.

CONDUCTS, PARTICIPATES IN, AND MAINTAINS 
PRIMARY SOURCE VERIFICATION (CONT.) 

Managerial

Essential

Oversee outreach to pr imary sources for pract i t ioners’  information, ensur ing staff  are accurately obtaining and evaluat ing information from  
pr imary sources.

Manage and oversee the process of review of appl icat ions, pr imary source ver i f icat ions,  and sources provided.

Recognize potent ia l  discrepancies and adverse information, and oversee the invest igat ions and val idat ion of appl icat ions, pr imary source  
ver i f icat ions,  or other sources.

Oversee the ver i f icat ion and documentat ion of expirables using acceptable ver i f icat ion sources to ensure compl iance  
with accreditat ion and regulatory standards.

Serve as escalat ion point for external  quer ies regarding pract i t ioners’  status,  ensur ing responses occur in a t imely matter.  

Executive

Essential

Oversee outreach to pr imary sources for pract i t ioners’  information, ensur ing staff  are accurately obtaining and evaluat ing information  
f rom pr imary sources.

Develop eff ic ient process for performing detai led and thorough review of appl icat ions, pr imary source ver i f icat ions,  and sources provided

Recognize potent ia l  discrepancies and adverse information, and oversee the invest igat ions and val idat ion of  
appl icat ions, pr imary source ver i f icat ions,  or other sources.

Oversee the ver i f icat ion and documentat ion of expirables using acceptable ver i f icat ion sources to ensure compl iance  
with accreditat ion and regulatory standards.
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Entry Level

Essential

Complete evaluat ion of appl icat ion to determine appl icant’s in i t ia l  e l ig ibi l i ty for membership/part ic ipat ion. Review appl icat ion and support ing 
documents for completeness.

Serve as main point of  contact for pract i t ioner dur ing appl icat ion process, providing t imely updates and addit ional  information as requested.

Determine appl icant’s in i t ia l  e l ig ibi l i ty for membership/part ic ipat ion based on approved cr i ter ia.

Compi le,  evaluate,  and present the pract i t ioner-specif ic data col lected for review by one or more decis ion-making bodies.

Perform ini t ia l  or  reappointment/re-credent ia l ing for e l ig ible pract i t ioners.

Process requests for pr iv i leges.

Conduct,  part ic ipate in,  and maintain credent ia l ing ver i f icat ion organizat ion (CVO).

Mid-Career

Essential

Complete evaluat ion of appl icat ion to determine appl icant’s in i t ia l  e l ig ibi l i ty for membership/part ic ipat ion. Analyze appl icat ion and support ing 
documents for completeness.

Serve as main point of  contact for pract i t ioner dur ing appl icat ion process, providing t imely updates and addit ional  information as requested.

Determine appl icant’s in i t ia l  e l ig ibi l i ty for membership/part ic ipat ion based on approved cr i ter ia.

Compi le,  evaluate,  and present the pract i t ioner-specif ic data col lected for review by one or more decis ion-making bodies.

Perform ini t ia l  or  reappointment/re-credent ia l ing for e l ig ible pract i t ioners.

Process requests for pr iv i leges.

Conduct,  part ic ipate in,  and maintain credent ia l ing ver i f icat ion organizat ion (CVO).

CONDUCTS, PARTICIPATES IN, AND MAINTAINS 
CREDENTIALING AND PRIVILEGING 
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Managerial

Essential

Supervise the  evaluat ion of appl icat ion to determine appl icant’s in i t ia l  e l ig ibi l i ty for membership/part ic ipat ion. Review analysis prepared by 
medical  services staff .

Determine appl icant’s in i t ia l  e l ig ibi l i ty for membership/part ic ipat ion based on approved cr i ter ia.

Present the pract i t ioner-specif ic data col lected for review by one or more decis ion-making bodies.

Supervise the the in i t ia l  or  reappointment/re-credent ia l ing for e l ig ible pract i t ioners.

Oversee the process for requests for pr iv i leges.

Conduct,  part ic ipate in,  and maintain credent ia l ing ver i f icat ion organizat ion (CVO).

Executive

Essential

Accountabi l i ty over department's review and evaluat ion of appl icants'  in i t ia l  e l ig ibi l i ty for membership/part ic ipat ion, ensur ing al l  appl icat ions 
and support ing documents are reviewed for completeness.

Present the pract i t ioner-specif ic data col lected for review by one or more decis ion-making bodies.

Oversee the in i t ia l  or  reappointment/re-credent ia l ing for e l ig ible pract i t ioners.

Oversee the process requests for pr iv i leges.

Oversees credent ia l ing ver i f icat ion organizat ion (CVO).

CONDUCTS, PARTICIPATES IN, AND MAINTAINS 
CREDENTIALING AND PRIVILEGING (CONT.) 
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MANAGES THE CREDENTIALING OR PRIVILEGING PROCESS

*Specif ic to posit ions with Locum Tenens work sett ings.

Entry Level

Essential

Uniformly apply clear ly def ined credent ia l ing or pr iv i leging processes to al l  pract i t ioners/providers.

Evaluate credent ia l ing/pr iv i leging requests and evidence of educat ion, t ra in ing, and exper ience to determine el ig ibi l i ty for requested pr iv i leges, 
membership,  and/or plan part ic ipat ion.

Coordinate the contract process and underwri t ing of  locum tenens pract i t ioners *

Mid-Career

Essential

Uniformly apply clear ly def ined credent ia l ing or pr iv i leging processes to al l  pract i t ioners/providers.

Evaluate credent ia l ing/pr iv i leging requests and evidence of educat ion, t ra in ing, and exper ience to determine el ig ibi l i ty for requested pr iv i leges, 
membership,  and/or plan part ic ipat ion.

Comply with internal  and external  requirements related to ver i fy ing the status of  a l l  pract i t ioner/provider expirables (e.g. ,  l icenses, cert i f icat ions) 
by querying approved sources and recommending act ion(s)  to ensure compl iance.

Managerial

Essential

Supervise the def ined credent ia l ing or pr iv i leging processes to al l  pract i t ioners/providers.

Direct in i t ia l  or  reappointment/re-credent ia l ing processes for e l ig ible pract i t ioners/provider.

Oversees delegat ion process.

Executive

Essential

Col laborate with physician leaders to develop and maintain a faci l i ty-specif ic,  cr i ter ia-based cl in ical  pr iv i leging system in accordance with regu-
latory requirements,  accreditat ion standards, and organizat ional  pol ic ies.
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CONDUCTS, PARTICIPATES IN, AND MAINTAINS CURRENT 
CLINICAL COMPETENCY EVALUATIONS AND PEER REVIEW

*Responsibi l i t ies within this competency are not considered essent ia l  for  Locum Tenens work sett ings.

Entry Level

Essential

Obtain and assess information from var ious referral  sources.

Recognize,  invest igate,  and val idate discrepancies and adverse information obtained.

Communicates f indings and/or result ing act ions to supervisor and department peers.

Mid-Career

Essential

Analyze and prepare presentat ions and reports regarding pract i t ioner/provider performance improvement and ensures qual i ty/competence  
data is c lear,  concise,  and structured.

Recognize,  invest igate,  and val idate discrepancies and adverse information obtained.

Coordinate an appropr iate evaluat ion of gathered data by physician leaders.

Communicate f indings and/or result ing act ions to supervisor and department leadership.
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Managerial

Essential

Analyze and prepare presentat ions and reports regarding pract i t ioner/provider performance improvement and ensures qual i ty/competence data is 
c lear,  concise,  and structured.

Oversee the evaluat ion of gathered data by physician leaders.

Communicates f indings and/or result ing act ions to key stakeholders and the pract i t ioner.

Executive

Essential

Analyze and prepare presentat ions and reports regarding pract i t ioner/provider performance improvement and ensures qual i ty/competence data is 
c lear,  concise,  and structured.

Provide strategic direct ion and recommendat ions as i t  re lates to pract i t ioner/provider performance improvement. 

Oversee the evaluat ion of gathered data by physician leaders.

Communicate f indings and/or result ing act ions to key stakeholders and the pract i t ioner.

CONDUCTS, PARTICIPATES IN, AND MAINTAINS CURRENT  
CLINICAL COMPETENCY EVALUATIONS AND PEER REVIEW (CONT.)

*Responsibi l i t ies within this competency are not considered essent ia l  for  Locum Tenens work sett ings.
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COMPLIES WITH ACCREDITATION AND 
REGULATORY STANDARDS 

Entry Level

Essential

Compile pract i t ioner sanct ions, complaints,  and adverse data to ensure compl iance.

Demonstrate an understanding of state and regulatory standards.

Demonstrate an understanding of state and regulatory standards in re lat ion to te lehealth and credent ia l ing by proxy.

Mid-Career

Essential

Obtain and evaluate pract i t ioner sanct ions, complaints,  and adverse data to ensure compl iance.

Part ic ipate in an ongoing assessment of  governing documents (bylaws/rules and regulat ions/pol ic ies and  
procedures)  to ensure cont inuous compl iance.

Part ic ipate in audits of  delegated credent ia l ing ent i t ies.

Part ic ipate in surveys and audits of  regulatory and accreditat ion agencies or organizat ions.

Demonstrate an understanding of state and regulatory standards.

Demonstrate an understanding of state and regulatory standards in re lat ion to te lehealth and credent ia l ing by proxy.



14   

COMPLIES WITH ACCREDITATION AND 
REGULATORY STANDARDS (CONT.)

Managerial

Essential

Oversee the department's part ic ipat ion in surveys and audits of  regulatory and accreditat ion agencies or organizat ions. 

Oversee the evaluat ion of pract i t ioner sanct ions, complaints,  and adverse data to ensure compl iance.

Advanced understanding of state and regulatory standards in re lat ion to te lehealth and credent ia l ing by proxy.

Advanced understanding of state and regulatory standards. 

Executive

Essential

Direct the department's part ic ipat ion in surveys and audits of  regulatory and accreditat ion agencies or organizat ions. 

Demonstrate mastery- level  understanding of state and regulatory standards in re lat ion to te lehealth and credent ia l ing by proxy.

Demonstrate mastery- level  understanding of state and regulatory standards.
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MANAGES COMPLIANCE WITH STATE AND  
FEDERAL ACCREDITATION STANDARDS AND  
REGULATORY REQUIREMENTS 

Entry Level

Essential

Faci l i tate eff ic ient and cost-effect ive due process that compl ies with an organizat ion’s fa i r  hear ing and appeals pol icy as wel l  as  
appl icable legal  and regulatory requirements.

Ident i fy and report  to their  supervisor adverse act ions taken against a pract i t ioner/provider in accordance with appl icable law  
and contractual  requirements.

Monitor and/or report  sanct ions and complaints for a l l  pract i t ioners/providers to supervisor.

Develop informational/educat ional  documents (newsletters,  memos) to communicate cr i t ical  information regarding organizat ional  
programs and pol ic ies.

Develop and cult ivate working relat ionships with key stakeholders,  both internal  and external ,  to ensure appropr iate awareness of key issues and 
decis ion-making.

Managerial

Essential

Report  to faci l i ty leadership adverse act ions taken against a pract i t ioner/provider in accordance with appl icable law and  
contractual  requirements.

Oversee the monitor ing and report ing of sanct ions and complaints for a l l  pract i t ioners/providers to inform recommend act ion by organizat ional 
leadership.

Oversee the development and dissemenat ion of informational/educat ional  documents (newsletters,  memos) to communicate cr i t ical  information 
regarding organizat ional  programs and pol ic ies.

Develop and cult ivate working relat ionships with key stakeholders,  both internal  and external ,  to ensure appropr iate awareness of key issues and 
decis ion-making.

Update appl icable governing documents (bylaws, rules and regulat ions/pol ic ies and procedures)  that support  and direct organizat ional  
pract ices and ensure compl iance.
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MANAGES COMPLIANCE WITH STATE AND  
FEDERAL ACCREDITATION STANDARDS AND  
REGULATORY REQUIREMENTS (CONT.) 

Executive

Essential

Brief  faci l i ty leadership on adverse act ions taken against a pract i t ioner/provider in accordance with appl icable law and  
contractual  requirements.

Recommend act ion by medical  staff  and/or organizat ional  leadership for those pract i t ioners/providers with sanct ions and complaints. 

Oversee the development and execut ion of educat ion to communicate cr i t ical  information regarding organizat ional  programs and pol ic ies.

Col laborate with key stakeholders,  both internal  and external ,  to ensure appropr iate awareness of key issues and decis ion-making.

Develop appl icable governing documents (bylaws, rules and regulat ions/pol ic ies and procedures)  that support  and direct organizat ional  
pract ices and ensure compl iance.
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MANAGES DEPARTMENTAL OPERATIONS 

Entry Level

Essential

Maintain credent ia l ing database cont inuously and consistent ly to ensure that accurate and current information is avai lable to al l  stakeholders.

Prepare and review operat ional  budget and staff  plan(s)  that support  medical  staff  services and credent ia l ing funct ions.

Audit ,  assess, procure,  implement,  effect ively ut i l ize and maintain pract i t ioner/provider credent ia l ing processes and information systems (e.g. , 
f i les,  reports,  minutes,  databases)  as out l ined by the department.

Mid-Career

Essential

Maintain credent ia l ing database cont inuously and consistent ly to ensure that accurate and current information is avai lable to al l  stakeholders.

Prepare and reviews operat ional  budget and staff  plan(s)  that support  medical  staff  services and credent ia l ing funct ions.

Audit ,  assess, procure,  implement,  effect ively ut i l ize and maintain pract i t ioner/provider credent ia l ing processes and information systems (e.g. , 
f i les,  reports,  minutes,  databases)  as out l ined by the department.
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MANAGES DEPARTMENTAL OPERATIONS (CONT.) 

Managerial

Essential

Maintain credent ia l ing database cont inuously and consistent ly to ensure that accurate and current information is avai lable to al l  stakeholders.

Prepare and review operat ional  budget and staff  plan(s)  that support  medical  staff  services and credent ia l ing funct ions.

Audit ,  assess, procure,  implement,  effect ively ut i l ize and maintain pract i t ioner/provider credent ia l ing processes and information systems (e.g. , 
f i les,  reports,  minutes,  databases)  by analyzing the needs and resources of medical  services/credent ia l ing.

Implement tools and pol ic ies to support  knowledge management,  record-keeping, and internal  and external  communicat ion.

Recruit  and supervise qual i f ied staff  to accompl ish departmental  operat ions and funct ions.

Executive

Essential

Oversee management of  credent ia l ing database, ensure that accurate and current information is avai lable to al l  stakeholders.

Prepare and review operat ional  budget and staff  plan(s)  that support  medical  staff  services and credent ia l ing funct ions.

Take responsibi l i ty and accountabi l i ty for the maintenance of pract i t ioner/provider credent ia l ing processes and information systems (e.g. ,  f i les, 
reports,  minutes,  databases)  for  the medical  services department.

Direct the development of  tools and pol ic ies to support  knowledge management,  record-keeping, and internal  and external  communicat ion.

Oversee a department of  qual i f ied staff  to accompl ish departmental  operat ions and funct ions.

Create strategic plan and act ionionable goals for medical  services department.  
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MANAGES PROVIDER ENROLLMENT PROCESS

*For indiv iduals in exclusively provider enrol lment roles or organizat ions,  the responsibi l i t ies above are considered  
Essent ia l  across al l  levels of  exper ience. 

Entry Level

Essential

Perform tracking and fol low-up to ensure provider numbers are establ ished and l inked to the appropr iate group ent i ty in a  
t imely manner.

Ensure that establ ished provider numbers are communicated to bi l l ing in order to re lease pended cla ims, and cl in ic managers  
for  pat ient schedul ing.

Faci l i tate each provider's Counci l  for  Affordable Qual i ty Healthcare (CAQH) and Nat ional  Provider Ident i f ier  (NPI)  accounts.

Maintain provider enrol lment information within the credent ia l ing database and pul l  reports for hospita l  
administrat ion,  market ing, professional  bi l l ing staff ,  and cl in ic directors/managers as needed.

Upon receipt of  appl icat ions, ensures al l  required information is contained therein,  assembles the information and prepares  
credent ia ls f i les for submission to government and commercial  payers.

Ident i f ies and reviews credent ia l ing red f lags with managers and directors.

Maintains calendar of  provider l icensure,  cert i f icate of  insurance, and network expirat ions.

Submits Annual  Disclosures of  Ownership (ADOs) and re-val idat ions to Medicare & Medicaid on al l  providers and pract ices.

Gather and perform detai led and thorough review of the information used to submit  the enrol lment appl icat ions.

Recognize potent ia l  discrepancies and adverse information and independent ly invest igates and val idates information on  
appl icat ions, pr imary source ver i f icat ions,  or other sources.

Prepares and submits data and appl icat ions to the contracted and government payors in a manner commensurate with their  
expectat ions, pol ic ies and accreditat ion standards.

Ensures discrepancies are addressed promptly and the proper fol low-ups are completed in a t imely manner.
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MANAGES PROVIDER ENROLLMENT PROCESS (CONT.)

*For indiv iduals in exclusively provider enrol lment roles or organizat ions,  the responsibi l i t ies above are considered  
Essent ia l  across al l  levels of  exper ience. 

Mid-Career

Essential

Assist  f inance department in ident i fy ing pat ient populat ion needs and target ing payers for contract ing.

Part ic ipate in onboarding and network representat ive meet ings. Establ ish close working relat ionships with providers,  off ice managers,  profes-
sional  bi l l ing,  and payer contacts.

Ident i fy and review credent ia l ing red f lags with managers and directors.

Gather and perform detai led and thorough review of the information used to submit  the enrol lment appl icat ions.

Recognize potent ia l  discrepancies and adverse information, and independent ly invest igates and val idates information on appl icat ions, pr imary 
source ver i f icat ions,  or other sources.

Prepare and submit  data and appl icat ions to the contracted and government payors in a manner commensurate with their  expectat ions, pol ic ies 
and accreditat ion standards.

Ensure discrepancies are addressed promptly and the proper fol low-ups are completed in a t imely manner.

Communicate enrol lment status to al l  stakeholders in a clear and t imely manner.

Maintain data for re-credent ia l ing and/or re-val idat ion, using acceptable ver i f icat ion sources, to ensure compl iance with accreditat ion and regu-
latory standards.

Serve as main point of  contact for external  quer ies regarding pract i t ioners’  status,  providing responses in a t imely matter.  
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MANAGES PROVIDER ENROLLMENT PROCESS (CONT.)

For indiv iduals in exclusively provider enrol lment roles or organizat ions,  the responsibi l i t ies above are considered  
Essent ia l  across al l  levels of  exper ience. 

Managerial

Essential

Oversee the process of a detai led and thorough review of the information used to submit  the enrol lment appl icat ions.

Oversee the review of discrepancies and adverse information and oversees the invest igat ion and val idat ion of information from appl icat ions,  
pr imary source ver i f icat ions,  or other sources.

Oversee the submission of data and appl icat ions to the contracted and government payors in a manner commensurate with their  expectat ions, 
pol ic ies and accreditat ion standards.

Ensure discrepancies are addressed promptly and the proper fol low-ups are completed in a t imely manner;  and reviews escalated issues.

Communicate enrol lment status to al l  stakeholders in a clear and t imely manner and provides reports to stakeholders as necessary.

Oversee the re-credent ia l ing and/or re-val idat ion processes, using acceptable ver i f icat ion sources, to ensure compl iance with accreditat ion and 
regulatory standards.

Oversee and escalate external  quer ies regarding pract i t ioners’  status,  providing responses in a t imely matter.
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MANAGES PROVIDER ENROLLMENT PROCESS (CONT.)

*For indiv iduals in exclusively provider enrol lment roles or organizat ions,  the responsibi l i t ies above are considered  
Essent ia l  across al l  levels of  exper ience. 

Executive

Essential

Develop eff ic ient processes for performing detai led and thorough review of the information used to submit  the enrol lment appl icat ions using 
cont inuous improvement methodologies.

Develop an effect ive structure to val idate information from appl icat ions, pr imary source ver i f icat ions,  or other sources and addresses any  
out l iers in a structured manner.

Develop eff ic ient processes, and the cont inuous improvement of ,  the submission of data and appl icat ions to the contracted and government 
payors in a manner commensurate with their  expectat ions, pol ic ies and accreditat ion standards. Promote cont inuous learning and adaptat ion of 
plan standards and regulat ions. 

Ensure discrepancies are addressed promptly and the proper fol low-ups are completed in a t imely manner;  reviews escalated issues; and uses 
f indings to improve departmental  operat ions

Communicate enrol lment status to al l  stakeholders in a clear and t imely manner;  provide reports to stakeholders as necessary;  and present to 
al l  stakeholder bodies as needed.

Develop eff ic ient and effect ive methodologies to enable the re-credent ia l ing and/or re-val idat ion process using acceptable ver i f icat ion sources, 
to ensure compl iance with accreditat ion and regulatory standards.

Oversee and escalate external  quer ies regarding pract i t ioners’  status,  providing responses in a t imely matter and uses these f indings to improve 
departmental  operat ions as appl icable.

Work with al l  stakeholders to ensure provider enrol lment is integrated into contractual  processes, review delegated credent ia l ing/enrol lment 
agreement and provide feedback to contract ing department on PE effect iveness and eff ic iency.
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FACILITATES MEDICAL STAFF FUNCTIONS

Entry Level

Somewhat Essential

Manage and maintain cont inuing medical  educat ion records for pract i t ioners/providers.

Mid-Career

Somewhat Essential

Manage and maintain cont inuing medical  educat ion records for pract i t ioners/providers.

Managerial

Essential

Faci l i tate meet ings with leadership to develop on-boarding processes (or ientat ion,  t ra in ing act iv i t ies)  to assist  pract i t ioners/providers and to 
meet educat ion requirements.

Col laborate with execut ive teams to develop and implement or ientat ion,  educat ional  and tra in ing act iv i t ies to ensure staff ’s  
ongoing competence.

Interpret and educate the Medical  Staff  on appl icable laws and accreditat ion standards to ensure appropr iateness of internal  
operat ions and responsiveness to external  change.

Supervise internal  cont inuing medical  educat ional  programming for pract i t ioners/providers.

Effect ively lead and develop medical  staff  through communicat ion, conf l ict  management,  bui ld ing relat ionships,  and maintaining knowledge and 
expert ise in al l  areas across the industry.

Conduct and execute special  projects as required. (e.g. ,  implementat ion of EMR communicat ion, t ra in ing, etc. )
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FACILITATES MEDICAL STAFF FUNCTIONS (CONT.)

Executive

Essential

Lead meet ings with key organizat ion stakeholders to develop on-boarding processes (or ientat ion,  t ra in ing act iv i t ies)  to assist  
pract i t ioners/providers and to meet educat ion requirements.

Col laborate with execut ive teams to develop and implement or ientat ion,  educat ional  and tra in ing act iv i t ies to ensure  
staff ’s ongoing competence. 

Exper ience with strategic planning process, col laborat ing with execut ive teams to integrate operat ional  needs into strategic planning processes 
and promotes pract i t ioner advocacy, departmental  effect iveness, and regulatory readiness.

Col laborate with Administrat ion to integrate pract i t ioner c l in ical  and operat ional  needs into strategic planning processes and promote  
medical  staff  growth and development.

Supervise internal  cont inuing medical  educat ional  programming for pract i t ioners/providers.

Effect ively lead and develop medical  staff  through communicat ion, conf l ict  management,  bui ld ing relat ionships,  and maintaining knowledge and 
expert ise in al l  areas across the industry.

Create a sustainable culture of  wel lness and resi l iency by understanding the process to help provider avoid burnout;  ensur ing pol ic ies and  
procedures are up-to-date;  and sett ing,  creat ing, and implementing a medical  code of conduct.
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ANALYZES AND MANAGES DATA

Entry Level

Somewhat Essential

Securely manage information as the s ingle source of t ruth by effect ively navigat ing database software and maintaining data integr i ty.

Use database software for contract ing, t ra in ing, report ing, as wel l  as integrat ing with other IT and revenue systems.

Mid-Career

Essential

Organize information and data to ident i fy/explain trends, problems, and their  causes.

Compare, contrast,  and combine data to determine under ly ing issues.

Ident i fy associat ions between seemingly independent problems or events to recognize trends, problems, and  
possible cause-effect re lat ionships.

Securely manage information as the s ingle source of t ruth by effect ively navigat ing database software and maintaining data integr i ty.

Use database software for contract ing, t ra in ing, report ing, as wel l  as integrat ing with other IT and revenue systems.

Evaluate,  analyze,  and recommend software upgrades, changes, interfaces, and modules.

Managerial

Essential

Analyze and manage data.

Evaluate,  analyze,  and recommend software upgrades, changes, interfaces, and modules

Recommend software upgrades, changes, interfaces, and modules based on data evaluat ions.

Executive

Essential

Bui ld strategic business plans that include recommended software upgrades, changes, interfaces, and modules based on data evaluat ions.
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KNOWLEDGE/SKILLSET

Knowledge/Skillset Entry Level Mid-Career Managerial Executive

Analytical  Thinking:

Take al l  cr i t ical  information into account,  consider ing interrelat ionships among is-
sues and impl icat ions for other stakeholders. 

Apply knowledge, expert ise,  sound judgment and other references and resources as 
necessary to generate and evaluate solut ions and recommendat ions. 

Understand and appropr iately apply pr inciples,  procedures,  requirements, 
regulat ions,  and pol ic ies.

• • • •

Budget/Finance:

Understand budget/f inance concepts,  key funct ions, terminology, and work  
products,  especial ly regarding the revenue cycle,  account ing, and  
audit ing pr inciples.

• • • •
Change Management: 

Manage the process of change by recogniz ing and communicat ing the need.  
Promote and bui ld commitment for change by championing, leading, and  
helping others.

• • • •
Clinical Competence Evaluation: 

Understand cl in ical  competence evaluat ion concepts,  key funct ions, terminology, 
and work products,  including evaluat ion tools and techniques used. 

*Locum Tenens work sett ings need to have knowledge of th is ski l lset ,  even i f  
not performing funct ions.

• • • •

Communication:

Express thoughts clear ly,  concisely,  and effect ively both verbal ly and in wri t ing. 

Abi l i ty to communicate upward, downward and across the organizat ion.

Encourage the open expression of ideas and opinions.

• • • •

Confidential i ty:

Maintain conf ident ia l i ty regarding legal  matters,  pr ivacy issues, information  
technology, and data integr i ty.

• • • •
• Very Essential      •   Essential      •   Somewhat Essential          Very Essential for Locum Tenens   •
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KNOWLEDGE/SKILLSET (CONT.)

Knowledge/Skillset Entry Level Mid-Career Managerial Executive

Contracting:

Understand contract ing responsibi l i t ies regarding f inancial  management,  
credent ia l ing,  managed care,  and/or provider enrol lment.

• • • •
Flexibi l i ty/Adaptabil i ty:

Abi l i ty to adapt behavior in response to new information or  
changing circumstances. 

Is open to change and new information, ideas, methods, or approaches. Work and 
col laborate effect ively in unstructured or dynamic environments and adjust the  
or ig inal  object ive or plan to al low for the best possible results.

• • • •

Human Resources: 

Understand human resources concepts,  key funct ions, terminology, and work  
products,  especial ly regarding onboarding, communicat ion, and recruitment.

• • • •

Information Technology: 

Understand information technology concepts,  key funct ions, terminology, and work 
products;  effect ively ut i l izes information technology.

• • • •

Legal: 

Understand legal  concepts,  key funct ions, terminology, and the roles and  
responsibi l i t ies of  legal  counsel .

• • • •
Managed Care:

Understand managed care concepts,  key funct ions,  
processes, terminology, and work products.

• • • •
Performance Improvement: 

Understand current performance improvement concepts,  such as sett ing goals,  
implementing systematic changes, measur ing outcomes, and opt imiz ing  
resources to meet the needs of the faci l i ty.

• • • •

• Very Essential      •   Essential      •   Somewhat Essential          Very Essential for Locum Tenens   •
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Knowledge/Skillset Entry Level Mid-Career Managerial Executive

Polit ical  Savvy: 

Exhibit  conf idence and professional  diplomacy whi le ident i fy ing, organiz ing,  
faci l i tat ing and/or sustaining mutual ly benef ic ia l  partnerships and al l iances  
with people at  a l l  levels internal ly and external ly.  Demonstrate an understanding  
of  the interrelat ionships,  roles,  decis ion-makers,  and responsibi l i t ies of  
the organizat ion.

• • • •

Presentation Ski l ls: 

Present in a conf ident,  c lear,  and enthusiast ic manner when addressing people in a 
large or smal l  group. 

Demonstrate a sound knowledge of the subject matter. 

Gain acknowledgment of  audience and is able to understand the communicat ion 
level  required. 

Effect ively use var ious audio-visual  media to enhance presentat ions.

• • • •

Professional Ethics: 

Value and model integr i ty and honesty by act ing in a just ,  fa i r  and ethical  manner 
and encouraging ethical  behavior among others. 

Inspire trust and conf idence among stakeholders through rel iabi l i ty,  authent ic i ty, 
and accountabi l i ty.

• • • •

Professional Presence:

Displays a credible presence and posit ive image when represent ing faci l i ty. 

Develop other people’s conf idence in sel f  through consistent act ion, values and 
communicat ion. 

Use appropr iate protocol ,  including social  media,  for  professional  and  
social  s i tuat ions.

• • • •

KNOWLEDGE/SKILLSET (CONT.)

• Very Essential      •   Essential      •   Somewhat Essential          Very Essential for Locum Tenens   •
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Knowledge/Skillset Entry Level Mid-Career Managerial Executive

Project Management:

Organize work,  set pr ior i t ies,  and determine short-  or long-term goals,  and  
strategies to achieve them.

Al ign communicat ion, people,  process and resource to dr ive success.

• • • •

Quality Review/Quality:

Commit to cont inuous performance and process improvement. 

Conduct FPPE, OPPE, and Peer Review; maintain awareness of populat ion  
health and care transit ions;  and review health data analyt ics.

• • • •

Relationship Building:

Establ ish product ive,  cooperat ive relat ionships with subordinates,  peers,  
management,  and stakeholders both internal  and external  to the organizat ion. 

Understand and respond to others’  needs and pr ior i t ies.  Give and seek  
feedback that wi l l  increase the product iv i ty of  re lat ionships and networks with 
peers and associates to bui ld a support  base.

• • • •

Risk Management: 

Understand r isk management concepts,  such as  
ident i fy ing, monitor ing, and managing potent ia l  r isks in  
order to minimize the negat ive impact on organizat ion.

• • • •

Team Building: 

Col laborate and share plans, information, and resources. 

Encourage and faci l i tate cooperat ion, t rust,  and group ident i ty;  and bui lds  
commitment,  team spir i t ,  and strong relat ionships. 

Work col laborat ively and relate effect ively to others by pract ic ing, valuing and  
embracing diversi ty of  indiv iduals,  and foster ing respect and equity in  
the workplace.

• • • •

KNOWLEDGE/SKILLSET (CONT.)

• Very Essential      •   Essential      •   Somewhat Essential          Very Essential for Locum Tenens   •
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Knowledge/Skillset Entry Level Mid-Career Managerial Executive

Database Management:

Working knowledge of database software platforms, specif ical ly  
[ insert  faci l i ty platform]. 

Serve as l iason between programmers,  staff ,  IT managers,  and other  
techincal  staf ,  including outside technology vendor.

Keeps databases up-to-date

• • • •

Medical Staff  Wellness:

Foster ing an environment that focuses on employee wel lness and recognizes  
pract i t ioner burnout. 

Exper ience in creat ing and implementing Employee Wel lness programs.

• • • •

Medical Staff  Bylaws & Policies and Procedures:

Write,  develop, and implement medical  staff  bylaws, pol ic ies,  and procedures.

Ongoing evaluat ion of procedures to ensure due di l igence  
in review of pract ioners'  information.

• • • •

Remote People Management:

Abi l i ty to supervise direct reports in a remote environment.

Abi l i ty to educate,  motivate,  and inspire top-qual i ty work product f rom  
remote workforce.

Foster a team-dynamic and cohesive,  col laborat ive  
department with an ent i re ly remote workforce.

• • • •

Strategic Planning:

Abi l i ty to set organizat ional  and departmental  pr ior i t ies.

Set goals for your organizat ion and department and  
developing the plan to achieve said goals.

• • • •

KNOWLEDGE/SKILLSET

• Very Essential      •   Essential      •   Somewhat Essential          Very Essential for Locum Tenens   •
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