Position Description

      Position Description

      PD#: EF11450 Replaces PD#: 

      Sequence#: VARIES

      HEALTH SYSTEMS ASSISTANT (OA)

      GS-0303-07

            Servicing CPAC: FORT HOOD, TX

            Agency: VARIES

            MACOM: VARIES

            Command Code: VARIES

            Region: WEST

      Citation 1: OPM PCS MGMT & PROG CLER & ASST SERIES, GS-344, MAY 93

      Citation 2: OPM OFFICE AUTOMATION GEG, NOV 90

      Citation 3: OPM PCS MGMT & PROG CLER & ASST SERIES, GS-344, MAY 93

      PD Library PD: NO

      COREDOC PD: NO

      Classified By: 

      Classified Date: 06/12/2001

      FLSA: NON-EXEMPTDrug Test Required: VARIES   DCIPS PD: NO

      Career Program: 00Financial Disclosure Required: NO   Acquisition 

      Position: NO 

      Functional Code: 00Requires Access to Firearms: VARIESInterdisciplinary: NO

      Competitive Area: VARIESPosition Sensitivity: VARIESTarget Grade/FPL: 07

      Competitive Level: VARIESEmergency Essential:  

               [ ]

      Career Ladder PD: NO

      Bus Code: VARIESPersonnel Reliability Position: VARIESInformation 

      Assurance: 

      PD Status: VERIFIED 

      Duties:

      MAJOR DUTIES

      Assists the Chief, Utilization Management (C, UM) in planning, developing 

      and implementing the consolidated utilization management program. Performs 

      administrative support duties within the office. Assists in developing 

      short and long-term goals, identifying resources necessary to develop and 

      carry out an integrated, consolidated methodology for utilization review 

      and suggests modifications to the program, based on changing requirements 

      and guidance. More specifically, performs the following:

      1. Utilization Management

      Collects and interprets utilization management data under the general 

      supervision of the C, UM. Supports the analysis and evaluation of studies 

      that aim at improving health care delivery processes, structures, 

      outcomes, work flow and resource utilization. 

      Based on approved study design, independently aggregates data, applies 

      descriptive statistical analyses and/or Continuous Quality improvement 

      methods to analyze, summarize and display the evaluated information 

      graphically. Uses database, spreadsheet and graphics software to plan, 

      develop and implement methods of collecting and trending data depicting 

      internal resource utilization and productivity. Uses available automation 

      capability and eliminates, to the extent possible, duplication of data 

      produced and/or generated for monitoring and evaluating internal resource 

      utilization.

      Coordinates with Clinical Support Division (CSD), Resource Management 

      Division (RMD), Managed Care Division (MCD), Patient Administrative 

      Division (PAD), Social Work Services ? Discharge Planning Representative, 

      and Contractor (TRICARE Southwest) regarding current data collection 

      methodologies. Obtains data from CHCS, ADS, CEIS, CMIS, CURES, CDIS, 

      MDEIS, and any other databases at MTF and from various reports. Assists in 

      analyzing data sources, information management systems and findings; 

      identifies and reports data limitations; and advises/recommends processes, 

      procedures and policies to improve data integrity and improvement to 

      information management systems and processes. Analyzes data collection and 

      interpretation methodologies to detect consistency and accuracy of 

      practices. Coordinates with departments, divisions, services and 

      individuals (doctors, physician assistants, nurses, administrators) in the 

      analysis of data collected and methodologies used to collect the data. 

      Provides written and oral reports, illustrations, charts and related 

      materials for presentation of information, analyses, conclusions, 

      recommendations, and justifications. Provides data collection, 

      organization and display support for clinics/departments QI, DCCS and 

      Commander. Using principals of quality improvement develops strategies and 

      techniques, which are customer-oriented and provide for valid utilization 

      analysis.

      Keeps up to date on utilization management techniques by researching and 

      reviewing quality assessment and improvement literature.

      Participates in quality improvement focused system and process review 

      projects as assigned.

      MCD meeting/MSEC: Accomplishes administrative tasks necessary to ensure 

      the preparation of agenda items and supporting documentation. Provides 

      utilization data, analysis and reports to committees and other officials 

      as appropriate. Coordinates the input of analyzed data to justify and/or 

      validate the graphic displays of resource utilization and workload. 

      Identifies problems with health care access and utilization and advises on 

      alternatives to overcome these deficiencies. Assists in identifying 

      strategies intended to improve provider access, resource administrative 

      burdens for DOD beneficiaries and improve the cost effectiveness of 

      civilian/military health care delivery system. Such trends will evolve 

      from the problem analysis done on utilization reports and cost trend data 

      presented. 

      55%

      2. Medical necessity/appropriate level-of-care reviews

      Concurrent Review: Reviews civilian emergency medical records against DOD 

      mandated criteria (Interqual) to determine patient's current status, and 

      care plan to determine continued length of stay and appropriate level of 

      care. When applicable, obtains pre-authorization from patient?s health 

      insurance carrier. Ensures documentation on patient's worksheet. Works 

      closely with Utilization Management (UM) Coordinator, 

      case managers, and discharge planners to ensure timely communication of 

      the patient's status. Notes and documents variations in care provided for 

      higher level review. Documents deviations in those cases where criteria is 

      not met and consults and coordinates with UM Coordinator and/or CM 

      Coordinator as required.

      10% 

      3. Accreditation Standards

      Maintains basic working knowledge of the Improvement of Organizational 

      Performance Standards of the Joint Commission on Accreditation of 

      Healthcare Organizations (JCAHO). Reviews publications and literature to 

      remain current on established standards.

      5%

      4. Administrative Support

      Reviews and analyzes MRI usage from consults sent to the Radiology 

      Department. MRIs are screened for appropriateness using DOD mandated 

      criteria (InterQual). Database is maintained and findings reported monthly 

      to Chief, Radiology

      Performs a variety of clerical duties. Receives telephone calls and 

      visitors to the UM office. Refers inquiries to the appropriate office 

      personnel. Prepares and reviews correspondence ensuring correct grammar, 

      spelling, format and punctuation. Advises supervisor, as appropriate, on 

      matters of procedures in clearance of memoranda, past practices with 

      respect to reports, general nature and history of recurring items and 

      sources from which supervisor can obtain explanations per various matters.

      Transcribes a variety of materials taken at conferences and committee 

      meetings. Places material in proper format and assures correctness of 

      spelling, punctuation and format. Types a variety of narrative and tabular 

      materials from dictation, rough drafts, and own composition or office 

      records. Uses computers with a variety of software programs and printing 

      equipment to produce various documents. Enters information into databases 

      and spreadsheets. Uses graphics software to produce charts and graphs.

      30%

      Performs other duties as assigned.

      FACTOR 1. KNOWLEDGE REQUIRED BY THE POSITION, LEVEL 1-4, 550 Points

      Knowledge of the basic principles and practices related to the management 

      of health care delivery systems and demonstrated ability to apply this 

      knowledge to the utilization management program.

      Knowledge of the priorities, commitments, policies, principles, practices 

      and program goals of the Quality Management Office, especially those 

      related to utilization management.

      Knowledge of and skill in interpreting and applying technical utilization 

      management methodologies, standards, regulations, policy statements and 

      other published guidance.

      Analytical ability sufficient to: determine the intent of technical 

      guidance, collect relevant data, evaluate trends and make recommendations. 

      Skill in communicating verbally and in writing with staff at all levels of 

      the organization in a clear, concise and articulate manner.

      Basic understanding and working knowledge of quality improvement 

      principals and the concepts of continuous quality improvement and total 

      quality management. Demonstrates ability to work with teams and groups.

      Basic skill in conducting evaluation studies, data analysis and the 

      development of logical, substantiated recommendations. Practical knowledge 

      of statistical process control techniques and tools used to analyze data 

      to detect patterns and trends.

      Basic knowledge of and skill in using automation systems (centralized and 

      personal computer), software programs and databases present in the 

      hospital. Knowledge of a variety of software (e.g., Access, Excel, 

      Powerpoint, and Microsoft Word) and advanced software functions to devise 

      formats and methods of collecting/depicting utilization management data, 

      make calculations, and select formulas for statistical analysis. Ability 

      to prepare, in final format, typed and printed material. Services of a 

      qualified typist are required.

      Working knowledge of medical/automation terminology, grammar, spelling, 

      punctuation, syntax and other required formats for the preparation of 

      reports, memoranda, minutes, official documents and internal and external 

      correspondence.

      Knowledge of administrative procedures sufficient to ensure interim 

      support for office staff management, utilization management, and 

      credential and privileging activities.

      FACTOR 2. SUPERVISORY CONTROLS, LEVEL 2-3, 275 Points

      Works under the general supervision of the UM Coordinator, who sets 

      overall objectives and establishes guidelines for the program. Incumbent 

      independently plans and carries out the assignment in accordance with the 

      identified standards and requirements. Work is reviewed for technical 

      soundness, goal attainment and adherence to hospital policies and 

      regulations.

      FACTOR 3. GUIDELINES, LEVEL 3-3, 275 Points

      Guidelines consist of Department of Defense (DOD), Department of the Army 

      (DA), Office of the Surgeon General (OTSG), Medical Command (MEDCOM), and 

      MEDDAC memorandums, policies, procedures and regulations. Uses automation 

      hardware and software manuals supplied by vendors. Uses considerable 

      independent judgment to determine, prioritize, select and implement the 

      appropriate authorized alternatives among various guidelines and action 

      options. Employee is expected to make recommendations concerning the 

      efficiency and efficacy of the guidelines. Consults with the supervisor in 

      situations requiring significant deviations or to which existing 

      guidelines cannot be applied.

      FACTOR 4. COMPLEXITY, LEVEL 4-3, 150 Points

      In performing the work, employee applies judgment in considering and 

      selecting appropriate information and guidelines. Work assignments involve 

      various actions or steps that are not completely standardized, various 

      types and sources of information, and non-recurring problems and issues. 

      Employee selects, adapts and applies the most suitable practices, methods 

      and precedents to collect and analyze various types of information to 

      formulate conclusions and make recommendations. Decisions are made based 

      on incumbent’s knowledge of the utilization management program. The 

      accuracy of the work is critical to the integrity of the office and the 

      organization. This may require repeated verification of data collected. 

      Data collected is often diverse and technical in nature, requiring 

      employee to independently determine when additional information is needed 

      to complete the evaluation and/or reports. The work requires doing related 

      clerical tasks that precede or follow other duties such as researching 

      records and preparing report. Must recognize the propriety of 

      correspondence formats, the need for certain routing arrangements and 

      comparable established requirements. Most of the work is confidential and 

      sensitive in nature.

      FACTOR 5. SCOPE AND EFFECT, LEVEL 5-3, 150 Points

      The purpose of the work is to plan and carry out assignments related to 

      the utilization management program. Work results have significant impact 

      on the quality of health care provided by the facility. 

      Formats recommended by the employee, data collected and guidance/training 

      provided in data collection/analysis have a significant impact on the 

      decisions made by various departments and services. The ability to detect 

      patterns or trends in health care delivery through utilization management 

      activities is vital to identification of situations and practices, which 

      could adversely impact on resource utilization, and have a significant 

      financial impact.

      FACTOR 6 & 7 PERSONAL CONTACTS & PURPOSE OF CONTACTS - LEVEL 2b, 75 Points

      Personal contacts are with the nursing, medical and administrative staff 

      of the MEDDAC and contractors as required.

      Contacts for information, additional guidance, and reports include the 

      DCCS, Commander, MEDCOM, OTSG, PASBA, JCAHO and other civilian health care 

      organizations. Works in close cooperation with hospital staff to analyze 

      data concerning utilization of resources and development of accurate 

      reporting mechanisms. Contacts require a diplomatic approach due to the 

      type of information and data gathered. 

      FACTOR 8. PHYSICAL DEMANDS, LEVEL 8-1, 5 Points

      The work involves sitting at a desk and frequent visits to clinical and 

      administrative areas of the hospital. There is some lifting and carrying 

      of light objects such as folders, books, and records. No special physical 

      demands are required.

      FACTOR 9. WORKING ENVIRONMENT, LEVEL 9-1, 5 Points

      The work is performed in an office setting with no unusual risks or 

      hazards. A stressful atmosphere may evolve based on emotionally charges 

      issues and highly sensitive, confidential and critical nature of the 

      utilization management program, data collected and personnel contacted. 

      Requires the use of computers and computer programs.

      TOTAL POINTS: 1485 

      Range 1355-1600 = GS-07

      Assignment of duties other than those described above for a period in 

      excess of 30 days constitutes a misassignment and must be documented 

      immediately by submissions of a Standard Form 52 to either detail or 

      permanently assign the employee to those duties or to detail, temporarily 

      promote, or permanently assign the employee to an established job 

      encompassing those duties. Failure to follow this procedure constitutes a 

      regulatory violation.

      Evaluation:

      Comp Level: 0V0A

      6/12/01 - Advisory Classification shown below accepted by management.

      Advisory Evaluation for Health System Specialist, (RPA # 

      01FEB8F000000021987)

      1. References

      a. OPM PCS Health System Specialist Series, GS-671, Dec 79

      b. OPM PCS Assistance and Technical Work in the Medical, Hospital, Dental, 

      and Public Health Group, GS-0600 Series, May 2001

      c. OPM PCS OPM PCS Misc Clerk & Asst Series, GS-303, Nov 79

      d. OPM PCS Management and Program Clerical and Assistance Series, GS-0344, 

      May 93

      e. OPM Office Automation GEG, Nov 90

      2. Background: Management submitted a request for reevaluation of 

      encumbered position # EF 90452, Medical Records Technician, GS-0675-6. The 

      duties reflected in the new draft PD do not encompass the old position 

      into the duties of the new position or represent a true ?accretion of 

      duties situation?. Therefore, a new position should be established and 

      position filled using the competitive procedures. 

      3. Pay Plan, Series and Title Determination: Management submitted the new 

      position as a Health System Specialist, GS-0671-07. Work in the GS-671 

      series requires specialized knowledge of and ability to solve unique 

      problems for health care delivery systems and is a two-grade interval 

      series. This is not an accurate match for the duties described by this new 

      position (see para 3, page 3, Exclusions in reference 1a). Reference 1b is 

      a new standard recently published to cover the duties for the occupational 

      series of the currently encumbered position, GS-0675 Medical Records 

      Technician. The duties submitted also do not meet the definition of a 

      Medical Records Technician, where work involves the processing and 

      maintaining of medical records. The introduction section and the major 

      duties from the draft PD indicate that the primary purpose is to provide 

      ?administrative support? and ?assistance? to the Chief, Utilization 

      Management. Duties involve technical work to plan, develop and implement 

      the collection of data used for review and analysis for utilization 

      management. Work is interrelated with office automation work, (i.e., data 

      is collected, maintained, summarized or displayed using computer 

      databases, spreadsheets and graphs.) Duties involve one-grade interval 

      work providing general administrative support in a health care delivery 

      system for which there is no established series. This work is a better 

      match with the GS-303 series definition (reference 1c). Therefore, this 

      position is more appropriately titled as Health Systems Assistant (OA), 

      and classified in the GS-0303 series. The parenthetical title (OA) 

      reflects the performance of office automation duties and requirement for a 

      qualified typist.

      4. Grade Determination: The GS-0303 series does not contain evaluation 

      criteria so the GS-0344 series (reference 1d) was used as a good 

      cross-reference series. Office automation duties were evaluated using 

      reference 1e. Positions was evaluated as follows:

      a. Duties using the GS-0344 the Grade Level Guide for Clerical and 

      Assistant Work are as follows:

      Factor 1 - Knowledge Required, Level 1-4, 550 points

      Factor 2 - Supervisory Controls, Level 2-3, 275 points

      Factor 3 ? Guidelines, Level 3-3, 275 points

      Factor 4 ? Complexity, Level 4-3, 150 points

      Factor 5 - Scope and Effect, Level 5-3, 150 points

      Factor 6&7 - Personal Contacts/Purpose, Level 2b, 75 points

      Factor 8 - Physical Demands, Level 8-1, 5 points

      Factor 9 - Work Environment, Level 9-1, 5 points

      TOTAL 1485 - equates to GS-7 (1355-1600 range)

      b. Office Automation duties were evaluated using the OAGEG as follows:

      Factor 1 - Knowledge Required, Level 1-4, 550 points

      Factor 2 - Supervisory Controls, Level 2-3, 275 points

      Factor 3 ? Guidelines, Level 3-3, 275 points

      Factor 4 ? Complexity, Level 4-3, 150 points

      Factor 5 - Scope and Effect, Level 5-2, 75 points

      Factor 6&7 - Personal Contacts/Purpose, Level 2b, 75 points

      Factor 8 - Physical Demands, Level 8-1, 5 points

      Factor 9 - Work Environment, Level 9-1, 5 points

      TOTAL 1410 - equates to GS-7 (1355-1600 range)

      5. Final Determination: Health Systems Assistant (OA), GS-303-7

      6. Non-Exempt: Non-Exempt

      Pat Hartung

      Position Classification Specialist

      6/11/01

