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This form is the first step for building a job description in EmTrak.  Please put a check in the box next to the tasks that are appropriate for this employee.  The next step will be to build the job description on-line or send it to HR to build on-line.

Are there tasks that don’t appear or you’re not sure what to select?  Contact your HR Director or CEO or Dr. Gary Schwantz at gschwantz@medgroup.com
INFORMATION TECHNOLOGY

ESSENTIAL TASKS

□System Maintenance

· Develop, integrate and maintain stable data and voice networks that support and enhance business performance.
· Maintain company’s computer system in top operating order and at peak efficiency, striving to maintain 100% uptime during normal business hours.
· Establish measurement and reporting associated with uptime and user response time.  Routinely monitor and keep active logs.
· Conduct or coordinate all maintenance for the information management system, including existing hardware and software along with maintenance patches, replacements and upgrades.
· Provide skilled troubleshooting, diagnosis and resolution of problems related to our information systems.
· Maintain an accurate inventory and record of all computer equipment.
· Maintain appropriate levels of computer forms and supplies.
□System support

· Provide excellent customer service.  Quickly and positively respond to daily/weekly request for assistance from staff for resolving technology hardware/software issues.  Work with other departments to develop responses to the needs for various issues, such as acquiring and importing accurate data, internal customer feedback, staff appraisals, orientation and personnel paperwork incident reporting, imaging systems, and back up systems.
· Generate a log to track timely responsiveness to system related problems.
· Work closely with departments to make necessary changes to forms or programs within the computer system.
□Training

· Attend educational workshops, training and seminars to maintain and develop skills.
· Review pertinent literature and information to stay abreast of changes and developments in technology.

· Train or assist in training the company’s network/PC users on hardware, security, and software applications as each individual needs.  Assure the users are competent in their computer skills. Offer one-on-one coaching to individuals who need prompt and clear assistance.
· Create or assist in creating training plans, utilizing a combination of in-house training and training from outside.
□
Software and operating systems

· Administer software installation for common business applications (MS Windows, MS Office, Adobe Acrobat, Symantec Anti Virus, web browsers, email applications).
· Maintain software licensing for each machine and server and keep software applications current.
· Maintain, integrate and troubleshoot software platforms (Windows and proprietary).
· Seek out and maintain installation of software updates
· Advise management as to available improvements and upgrades or new software.

· Install (or coordinate with outside resources to install) new hardware, cabling and other items needed for networks, desktops, etc.
□Integrity, Backup & Documentation

· Maintain system integrity and security, as well as software licensing.
· Maintain data integrity in the computer system through timely processing and updates.
· Assure all backup systems are monitored and performed according to policy, data file backup (daily) and system backup (monthly).
□Networking

· Understand and implement the proper networking system for this company.
· Configure, assemble, integrate and maintain network components and associated equipment.
· Develop and maintain network operations and security.
· Maintain LAN/WAN and all components including PCs, in both the hardware and software platforms while maximizing system ability and minimizing system downtime.
· Advise management as to available improvements and upgrades.
· Maintain outsource relationships as necessary.
□System Security

· Work with management to create, implement and maintain security policy and procedures and keep management up-to-date on security processes.
· Develop and maintain network security including virus and password protection and password log-ins.
· Maintain patient/customer information in a confidential manner and according to all HIPAA rules and regulations.
· Maintain extreme confidentiality concerning all corporate computer systems and employee information.
□
Support for Reimbursement

· Maintain the system for daily processing of work orders, invoices, claims (including electronic claims submissions) CMNs, prior authorizations, receipts, adjustments and reports.
· Maintain the system for period end balancing and processing as required for daily, monthly and yearly reporting.
· Generate useful reports in a timely manner and with no errors.
· Take the initiative to improve current reports and eliminate unneeded ones.
· Perform routine file maintenance including updates for price changes, insurance codes and allowables, physical inventory, inactive customer deletes, etc.
□Coordination with outside vendors and third party sources

· Coordinate with outside vendors to enhance computer function.
· Manage software providers and insist on responsiveness.
· Manage all information system contracts and review computer system and other communication invoices for accuracy and resolve exceptions.
· Demonstrate an ability to determine cost versus benefits of software and hardware changes.
· Negotiate or assist in negotiation with vendors for telephone, hardware and related software.
· Negotiate or assist in negotiation with outside providers of services such as billing or other third party services.
□Programming

· Have the ability to program in the languages appropriate for this company.
· Be able to develop applications that improve productivity, eliminate paperwork, convert data into management information, and respond to the needs of the company.
□Management of Website

· Strong skills in HTML/Javascript programming and tools. 
· Create and/or maintain the company website to meet the needs of customers and the goals of the company.
· Develop new applications to meet the needs of customers and for enhancement of this company’s competitive position.
· Test, review and edit the company’s website.
□Email, internet and Web conferencing
· Set up new staff members with email passwords.
· Administer email filters and spam blocking tools.
· Ensure proper use of personal computer systems and internet options.
· Select and manage the econference/teleconference environment.
□Imaging

· Ensure system allows for timely imaging of all documents pertaining to customer files.
· Manage search features so staff can effectively search for and investigate information contained in files.
□Computer and Systems Knowledge

· Excellent computer hardware and network knowledge
· Stay current with new products that could create great efficiencies in operations, including sales and collecting receivables
· Comprehensive knowledge of state of the art computer hardware (PCs, servers, printers, scanners and other peripheral equipment) and software 
· Ability to help others understand technology in a usable manner
□Other Duties or tasks may be assigned on an as-needed basis

· When necessary, provide assistance to others when workloads increase.
· Take initiative in finding ways to contribute to the organization.
· Be willingly involved in cross training, when possible.
KEY SKILLS AND ATTRIBUTES
□Professional Approach

· Display on time attendance and dependability.
· Maintain the company’s image and reputation at the highest possible level.
· Conduct oneself in a professional and ethical manner at all time, including personal appearance and appearance of the workplace.

· Maintain a neat appearance. Wear a name badge as required or requested.
□Confidentiality and Compliance

· Treat all information and data within the scope of the position with appropriate confidentiality and security.
· Understand and practice the rules regarding patient confidentiality, HIPAA, compliance, and safety.  Adhere to all state and federally mandated standards regarding confidentiality and patient rights.
□Poise 

· Display good common sense when faced with new or unfamiliar situations.
· Maintain a cool head when crisis situations occur.
· Deal effectively with stress.
□Relating To Others In The Workplace

· Positively resolve conflict situations.
· Provide input to management to improve workplace function.

· Take initiative to improve processes and communication in the workplace.
□Planning and Organization

· Show attention to detail and maintain accuracy in all that you do.
· Be able to work on multiple tasks at a time.  Plan and prioritize activities to achieve results and meet deadlines.
· Create a workable routine, with or without direct supervision.
□Creativity

· Not being limited to what’s been tried before, evaluate and implement new ideas to improve efficiency and responsiveness.

· Come up with creative alternatives and solutions to pressing problems.

· Think strategically, understanding how one action impacts another.
□Knowledge

· Excellent knowledge of the equipment we sell, its care and maintenance, and the types of customers to whom we sell and their needs

· Understanding of the reimbursement process
· Knowledge of rules and regulations of OSHA, DOT, Medicare, accrediting bodies and other agencies as they impact the care and distribution of HME 

· Excellent knowledge in your area of specialty
· Identify own learning needs and seek opportunities for self growth and career advancement 
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