North Central Health Care

Person centered. Outcome focused.

What Does It Look Like to Work at NCHC as a
Enroliment Specialist?

The success of each of our employees is vital to the success of our organization and the services we provide to our community.
Our teams took a look at what work is like in each position to provide you with key insights, challenges and rewards.

Purpose of Program and Role

An Enroliment Specialist is
responsible for the
registration of new clients
and checking on benefits of current
clients to the Outpatient programs
within North Central Health Care
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The Down Side of the Job

The computer system can
move slow at times

and will lock out at times
which can affect efficiency.

Sometime we have several clients
coming in for initial registration at one
time and this can be stressful.

Clients coming in late for their
appointments can also be frustrating.

Nuts & Bolts of the Job

* Registers new clients

* Calls insurance companies
to see if prior authorization
is needed

* Looks up to see if insurance needs
updating

» Completes ability to pays and makes
sure new clients sign and
acknowledge the necessary
enroliment documents

» Verifies all information on the initial
visits when meeting with the new
clients

» Works on daily report two days prior to
client appointments, verifying info and
making necessary corrections in Tier

« Collects signatures from guardians for
clients by sending them out prior to
appointments

* Provides back up for other co-workers
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Technology Use

Electronic Medical Records
Outlook email

Phones

Internet

Scanner/copier/fax machine
Portals for Medicare/Medicaid
Other commercial insurance sites

Orientation, Onboarding & Training

oo
You are then expected and M
required to complete online

learning modules and review pertinent
policies pertaining to the job.

All employees receive general
orientation their first week.

Lives Enriched and Fulfilled.

Enriching and Fulfilling Lives

» Works with the clients
to get all their information
entered correctly and
provides additional

g

information in case of financial need.

* Interacting with the clients.
» Working with others in patient access

* The diversity of the clients that we
come into contact with.

The Upside of the Job

» Great team of coworkers
and supervisor

» Work closely with patient accounts
reps who are always helpful with
insurance questions

» Get to meet our newest clients.

« Always strive to create a warm, caring
and nurturing environment

* Fun place to work!
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North Central Health Care

Person centered. Qutcome focused.

Working at North Central Health Care

Employee Expectations
At NCHC, we look for people who:

Show up and work hard

Do the right things for the right reasons

Are a team player

Provide excellent customer service with dignity
Don't stop until they are proud

Our Mission

Langlade, Lincoln and Marathon Counties
partnering together to provide compassionate
and high quality care for individuals and
families with mental health, recovery and
skilled nursing needs.

Our Vision
Live Enriched and Fulfilled.

Our Core Values
Y% DIGNITY

We are dedicated to providing excellent service with
acceptance and respect to every individual, every day.

5% INTEGRITY

We keep our promises and act in a way where doing
the right things for the right reasons is standard.

* ACCOUNTABILITY

We commit to positive outcomes and each
other’s success.

* PARTNERSHIP
We are successful by building positive relationships
in working towards a system of seamless care as a
trusted community and county partner.

* CONTINUOUS IMPROVEMENT
We embrace change through purpose-driven data,
creativity and feedback in pursuit of the advancement
of excellence.
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Person Centered Service
at North Central Health Care

Serving others through effective
communication, listening to understand
and building meaningful relationships.

At NCHC, we provide Person-Centered Service
every day with everyone we interact with.
Person-Centered Service has a foundation in our
Core Values and includes:

* Serving with a proactive approach

e Serving with a caring and
compassionate attitude

e Truly listening to understand
e Creating a safe & healing environment
® Doing no harm

¢ Understanding all the dimensions of
diversity and identifying cultural influences

¢ Understanding and respecting life experiences
¢ Shared decision making

® Recognizing and building on strengths

¢ Involvement of others whenever possible
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