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QUALITY ASSURANCE COORDINATOR

DEFINITION: Under direction of the Mental Health Director or designee, plans, organizes, participates in
and coordinates the Mental Health Department’s Quality Assurance Program, including supervision of
medical records, review of policy and procedures for Medicare and Medi-Cal reimbursement and client
access to Mental Health services.

DISTINGUISHING CHARACTERISHICS: This single position classification has responsibility for
coordinating the Quality Assurance Program of the Mental Health Department to meet State and Federal
regulations for Medi-Cal and Medicare reimbursement. A major component of the position is oversight and
auditing of procedures for documenting and claiming reimbursement for mental health services and tracking
access of beneficiaries to these services.

REPORTS TO: Program Chief or Mental Health Director.

CLASSIFICATIONS DIRECTLY SUPERVISED: None.

ESSENTIAL FUNCTIONS AND RESPONSIBILITIES: (Essential functions, as defined under the
American with Disabilities Act (ADA), may include the following tasks, knowledge, skills and other
characteristics. This list of tasks is ILLUSTRATIVE ONLY, and not a comprehensive listing of all functions
and tasks performed by positions in this class.)

Plans, organizes and coordinates the Quality Assurance Program; develops, maintains and revises the
Department’s Quality Assurance Plan and the Program Integrity Plan to meet state and federal regulations;
insures adherence to Quality Assurance Standards; coordinates and monitors Utilization Review procedures;
chairs the Quality Improvement Committee (QIC) and the Compliance Committee (CC); establishes
procedures for meeting and monitoring compliance with the detailed requirements of Medi-Cal and Medicare
programs including coordination of peer review and medication monitoring reports; prepares drafts of plans
or modifications to plans and policies for submission to the QIC, Mental Health Director and the State, acts
as a primary liaison with the Quality Assurance Division of the State Departments of Health and Mental
Health, attends State Quality Improvement Council meetings; compiles, disseminates and interprets
information to staff and management verbally and by means of developing written policy or training
materials; conducts training and periodic audits of existing client charts and billing records to assure
compliance with program standards; provides consultation and advice on Quality Assurance matters to the
Director, HHS Management and the Compliance Officer and other HHS staff responsible for implementation
of the Quality Assurance and Program Integrity Program; plans and provides in-service training to HHS
employees to assure quality of care and proper documentation in client charts; assures compliance with all
billing policies and procedures; recommends medical records policy development and modification; analyzes
and develops improved methods of medical records maintenance consistent with developments in the field,;
assists in the development of medical records forms, consistent with Quality Assurance Standards; acts as
liaison with contract providers on QA matters; performs other duties and responsibilities as assigned.

TYPICAL PHYSICAL REQUIREMENTS: Sit for extended periods; frequently stand and walk; normal
manual dexterity and eye-hand coordination; corrected hearing and vision to normal range; verbal
communication; use of audio-visual equipment; use of office equipment including computers, telephones,
calculators, copiers, and FAX.
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