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JOB ANNOUNCEMENT

Bill Wilson Center's vision is to prevent poverty by connecting youth and families to housing, education, employment and healthy relationships.  With an emphasis on youth development, Bill Wilson Center programs focus on developing personal assets. For more information, visit us at www.billwilsoncenter.org.

February 14, 2014
JOB TITLE:

Program Assistant – Youth & Family Mental Health Expansion
The Mental Health Program Assistant receives callers at establishment, determines nature of business, and directs callers to destination, greets clients, completes paperwork and intake to open cases in MediCal Unicare system.  Supports program and staff by performing the following duties:

ESSENTIAL DUTIES AND RESPONSIBILITIES:   

GENERAL CLERICAL DUTIES:

·  Provide administrative support to program and staff

·  Greet clients and check their appointment times and notify appropriate staff.  Make future appointments, reminder calls to clients and answer inquiries as required.

·  Assemble, file and pull client charts as required/requested.

· Support Psychiatrist with pulling charts, completion of SRD’s, rescheduling appointments per doctor’s request and calling client’s to remind them of appointments

· Performs variety of other clerical duties as assigned to support the program.

BILLING/ELIGIBILITY:

·  Assists in the completion of MediCal paperwork ensuring that it is filled out correctly.  

·  Ensures all MediCal paperwork e.g. SRD’s, opening, closing, changes are completed and correct

·  Submits all MediCal paperwork to Symed in a timely manner

·  Checks client’s MediCal status on a monthly basis to insure they are eligible MediCal

·  Unicare System data entry

· Process and submit billings for reimbursement.  Billing must be on time, signed by appropriate staff and sent to County in a timely manner.

· Keep records of all staff’s PARCA’s, licenses, O.I.G. paperwork and Symed’s paperwork.

· Prepare billing reports as required/requested

QUALITY ASSURANCE:

· Maintain monthly productivity report on all staff.

· Assist in ongoing chart audits 

· Assist with annual independent audits and other audits by funders/agency

· Maintain procedure and operations manuals

· Monitor quality control standards to ensure proper billing, coding and compliance for Medi-Cal

· Report quality assurance issues or concerns to Program Director and Manager

· Maintain compliance of electronic and paper medical records for the program (including Medi-Cal and HIPAA requirements).  Verify patient records for accuracy, completeness, assembly and appropriate signatures.

OTHER DUTIES:  

· Responsible for training new Mental Health clerical/administrative staff.

· Ensure that any BWC vehicles used are kept tidy and that any maintenance or safety issues are reported to the Facilities Manager immediately.
· Ensure that site is neat and tidy and report all maintenance or safety issues to manger or Facilities Manager immediately.
· Regular attendance is a requirement of the position.
· Other duties as assigned.

QUALIFICATIONS:


Bachelor's degree (B.A. B.S.) from four-year college or university; or one to two years related experience and/or training; or equivalent combination of education and experience.  Experience with Med-Cal programs and billing, knowledge of County UNICARE billing system and Electronic Medical Record experience a huge plus!  Bilingual (Eng/Spanish) highly preferred.  Valid California drivers license with access to a personal vehicle with current insurance that can be used for company business. Fingerprint/background check as required by the Department of Justice and/or Title XXII regulations.   
SALARY RANGE:
Depending on experience. Benefits include employer paid Medical, Dental, Life Insurance, Long Term Disability and Employee Assistance Program as well as access to Flexible Spending Account for Health and Dependent Care, Retirement Plan with discretionary Employer Contribution, generous Personal Time Off (PTO) Plan and Paid Holidays.  

SEND RESUME AND COVER LETTER:

BILL WILSON CENTER

ATTN:  RESUMES

3490 THE ALAMEDA

SANTA CLARA, CA 95050

FAX:  (408) 246-5752

EMAIL:  resumes@bwcmail.org
EEO

Bill Wilson Center is an Equal Opportunity/Affirmative Action Employer.

This position description intends to describe the general nature and level of work being performed by people assigned to this job.  It is not intended to include all duties and responsibilities.  The order in which duties and responsibilities are listed is not significant.  Because of a need to remain responsive to the needs of our clients and our Agency’s operations, responsibilities may be modified at any time.
