
 
Position Specifications
Essential Functions and Applicant Requirements

Position Title:  RN Case Manager
Department:  Case Management	
Reports To:  QM/CM Manager

Job Summary: 

The Case Manager is accountable for the organization, and resources that are necessary and appropriate for the achievement of patient outcomes within effective time frames. In addition, the Case Manager will coordinate the plan of care among all members of the health care team. Must have ability to practice under minimal supervision to perform the following four essential activities of Case Management: Assessment, Planning, Implementation and Coordination.  The Case Manager must assist to reduce practice variations, and enhance patient outcomes.

Essential Duties:

I.  Assessment

1. Complete the assessment process to identify individual needs and develop a comprehensive case management plan. Information will be gathered from, but not limited to:  patient, family, professional and non-professional care givers, employers and/or health records. 
2. Ongoing monitoring of information relevant to the case management plan. Concurrent reviews are conducted every 1-3 days for ongoing intensity of service, appropriateness of setting and discharge planning.
3. Ongoing evaluation of the case management plan’s effectiveness including reassessment for any significant decline in status and subsequent new planning required prior to discharge.

II. Planning

1. Complete the planning process to determine specific objectives, goals, and actions designed to meet the patient’s needs.
2. Implementation of the Case Manager’s plan will occur in a timely manner to facilitate accomplishment of the plan objective and goals involving the Physician Advisor as necessary.

III. Implementation

1. Coordination and integration of resources necessary to accomplish the goal of the case management plan with the patient as well as facilitate Interdisciplinary Team Meetings (ITMs).
2. Maintain a ready and current working knowledge base on our top five payor sources, reimbursement structure, network provider list, approval criteria, and appeals process.
3. The Case Manager will conduct all negotiations for approval/authorization of services and be accountable to conduct/facilitate with the Physician and/or Physician Advisor all appeals or denials received. The Case Manager will establish a professional and productive working relationship with payer source case managers.
4. Complete work within acceptable time frame.
5. Demonstrate the ability to perform work in an accurate and timely manner in periods of increased work load and stress.
6. Demonstrate good judgment in handling situations not covered by written or verbal instructions.
7. Demonstrate a thorough knowledge of work practices, emergency procedures, and personal protective equipment (PPE).
8. To be knowledgeable and be able to complete CDI on all inpatient charts.

IV. Coordination

1.  Interact with all members of the health care team, act as a consultant to other personnel and function as a liaison among patient, family, and other health care staff throughout the continuum of care.
2. Monitor Resource Management protocols and monitors avoidable days.
3. Ensure the process of identification and reporting of nosocomial infections and report to the Infection Control Coordinator.
4. Continually strive to make productive use of time through careful coordination of department tasks, setting priorities, and reducing non-essential interruptions in order to be responsive to the needs of the department and the Medical Center.
5. Ability to use planning, research, foresight, and facility goals and needs to analyze situations and make decisions without a delay while involving all appropriate parties.
6. Promote and continually educate employees on the concept of excellent customer service for all customers of the department, particularly patients, visitor’s, physicians, and other employees.
7. Consult supervisor for additional assignments, or independently assume responsibility for unassigned tasks.
8. Participate in Quality Improvement activities as needed to continually improve the department’s performance.
9. Regularly and routinely provide suggestions to customers, suppliers and teams working on processes to identify innovations and ideas for improvement.
10. Accept and act upon constructive criticism.
11. Exhibit willingness to adjust personal schedule in case of workload fluctuations or other departmental needs.
12. Channel concerns appropriately.
13. Foster a sense of teamwork and collaboration within department and Medical Center.
14. Be an active participant in department meetings by providing positive suggestions and input.
15. Assume responsibility for on-going professional development.

Other Duties:
1. Complies with local, state, and federal laws and regulations.

Organizational requirements:
1. Reports to work on time and as scheduled.
2. Wears identification while on duty.
3. Uses computerized punch time system correctly.
4. Adheres to dress code, appearance is neat and tidy. Finger nails must be free from nail polish. Jewelry cannot be worn.
5. Maintains and ensures patient confidentiality at all times.
6. Complies with organizational policies regarding ethical business practices.
7. Maintains regulatory requirements (i.e. licensing, certifications).
8. Attends a minimum of 6 staff meetings annually, reviews monthly staff meetings annually, reviews monthly staff meeting minutes of missed meetings.
9. Parks in designated employee area, allows accessible parking for the elderly, ill, and visitors. 
10. Not to exceed 3% of unscheduled absences.

Education, Skills, Experience Requirements:
1. Registered nurse must be a graduate of an approved School of Nursing and hold a current, valid license in the State of Maine.
2. Two to three years’ experience as a registered nurse.
3. Three to five years’ experience in an acute care hospital setting with at least two years of med/surg. experience.
4. Recognition of quality of care and risk issues and report appropriate individual.
5. Assessment of age-specific data in terms of patient needs
6. Working knowledge of criteria used to assess levels of care.
7. Obtain necessary annual CEU’s.
8. Maintains current BLS certification.

Physical Demand Requirements:
1. Bending, crouching and squatting occasionally.
2. Reaching above head and shoulders, twisting at the waist occasionally.
3. Lifting and carrying from waist level up to 10lbs.
4. Stand for six hours(s) per day.
5. Sit for two hour(s) per day.
6. Walk for four to six hour(s) per day.
7. Ability to distinguish colors.
8. Hear alarms, telephone, tape recorder, and normal speaking voice.
9. Have good manual dexterity.
10. Have good eye-hand-foot coordination.
11. Have clarity of vision: Near (<20”); mid (>20”-<20”) and Far (>20”).
12. Exposure to communicable diseases.
13. Exposure to blood and/or body fluids.
14. Uses material handling equipment (i.e. carts, dollies) and proper body mechanics when moving or transferring.
15. Be able to multi-task

 Promote a Collaborative and Cooperative Environment:
1. Establish good rapport and cooperative working relationships with other members of the organization to promote quality care and service.
2. Handle conflict appropriately (use “I” statements to discuss issues, discuss privately and directly with the individual involved, obtain assistance from supervisor when needed).
3. Respond appropriately to change (remain open- minded, keep personal agendas out).
4. Represent the organization in a positive and professional manner (language and actions reflect the mission and vision of CMC).
5. Participate in performance improvement by identifying problems and potential solutions (Be Part of the Solution, Not Part of the Problem).
6. Treat patients, family visitors, and co-workers with respect and dignity (address individuals courteously, knock before entering, keep voice down, and display positive regard).
7. Provide exceptional customer service, thus contributing to the “WOW” experience (offer assistance before being asked, go one step extra to help, smile and make eye contact when speaking).

Cognitive Environment Requirements:
1. Some problem solving required.  Must make independent judgments and decisions.
2. Continuously assess situations and determine corrective actions needed.
3. Comply with all state and federal regulators agencies.

Emotional Environment Requirements:
1. Must remain calm, and exercise self-control in working relationships.

Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions of the position without compromising customer service.

Note:  The statements herein are intended to describe the general nature and level of work being performed by employees, and are not to be construed as an exhaustive list of responsibilities, duties, and skills required of personnel so classified.  Furthermore, this description does not establish a contract for employment and is subject to change at the discretion of the employer.

	
Health Care Professional Acknowledgement:
I have reviewed my job description and agree to perform all duties mentioned to the best of my ability. I understand my job duties may change as the needs of the department change.
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