STATE OF NEBRASKA
CLASS CODE:
V73591

CLASS SPECIFICATION
SALARY GRADE:
16

EST:  11/77 - REV:  3/01
OVERTIME STATUS:
E
MEDICAL SERVICES UNIT MANAGER

DESCRIPTION:  Under administrative direction, supervises and coordinates the activities of technical program and nursing staff engaged in monitoring and reviewing the activities of medical services providers; approval and review of special services provided to clients and program development; performs related work as required.

EXAMPLES OF WORK:  (A position may not be assigned all the duties listed, nor do the listed examples include all the duties that may be assigned.)

Plans, organizes, coordinates, and controls work unit programs to establish operational priorities, coordinate operations with other work units within the agency, and ensure program objectives and standards are established, congruent with overall goals, and attained.

Determines and requests staff, material, and equipment needed for the programs managed to contribute to the formulation and justification of budgetary requests for the agency as a whole, and to facilitate meeting program goals.

Develops performance evaluation standards and procedures to provide information to the subordinate staff on the expectations of individual work performance and to ensure complete and objective appraisal of subordinates' performance.

Develops and directs the implementation of operational plans pertinent to the programs managed to ensure the establishment of appropriate goals and the development of action steps to achieve those goals.

Develops and recommends new and revised statutes, rules, policies, and procedures to respond to changes in program needs, objectives, and priorities, and to improve the effectiveness of the operations/programs managed.

Administers medical vendors, professional associations, and the public with policy interpretations and notifications of the impact of changes in federal and state laws, regulations, and policy.

FULL PERFORMANCE KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (These may be acquired on the job and are needed to perform the work assigned.)

Knowledge of:  the principles and practices of supervision and training; agency policies, rules, and procedures pertinent to Title XIX of the Social Security Act; state and federal laws, policies, and standards governing the mission and programs of the agency; the function of service organizations pertinent to the agency's mission; agency policies, procedures, and objectives related to facility licensure, certification, and provider agreements.

Ability to:  interpret and apply state and federal laws and standards and agency rules, policies, and procedures; develop procedures that comply with regulations and/or program requirements.

MEDICAL SERVICES UNIT MANAGER  (continued)

ENTRY KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (Applicants will be screened for possession of these through written, oral, performance, and/or other evaluations.)

Knowledge of:  the principles of public health and medical care administration; methods and practices of health care facilities operation and administration; nursing theory and practice; medical terms, diseases, and physical conditions.

Ability to:  plan, assign, and evaluate the work of subordinates; interpret and utilize procedural manuals, policies and procedures; communicate ideas clearly and concisely, both orally and in writing, with medical professionals, administrators, and the public to exchange information and explain agency regulations, policies, procedures, and decisions; assess progress toward achievement of program objectives and adherence with program standards; make decisions and take action in dealing with problems and situations within established guidelines; analyze, prepare, present, and interpret reports and other documents related to health care facility activities; interpret legislation, regulations, and policies for health care medical records, medical administration, and other health care practices and services; secure the cooperation of health care providers; evaluate and instruct staff in health care review practices.

JOB PREPARATION GUIDELINES:  (Entry knowledge, abilities, and/or skills may be acquired through, BUT ARE NOT LIMITED TO, the following coursework/training and/or experience.)

Any combination of training and/or experience that will enable the incumbent to possess the required knowledge, abilities and skills.  A general qualification guideline for positions in this class is post high school coursework/training in:  social work, public administration, human development, social sciences, psychology or related field.

Experience with responsibility for planning, directing, implementing or evaluating health care programs or operations, supervision, and employee performance evaluations.

SPECIAL NOTE
At the written request of the appointing authority, Selective Certification requiring licensure as a registered professional nurse in the State of Nebraska prior to attaining permanent status may be made for specific positions allocated to this class.

Education in nursing and registration as a licensed registered professional nurse should be clearly specified on the application.  Failure to do so may preclude an applicant from consideration for vacancies as they occur.

Periodic overnight and/or regular day travel may be required of incumbents of this job class.

