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We are looking for dedicated 
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Health Plan, Inc.



people to join our team!
Managed Care Systems and GEMCare Health Plan continue to experience success as one of Bakersfield’s premier healthcare choices and in order to meet the needs of our clients and members we are looking for individuals who are interested in a career in the healthcare insurance industry.  Experience working in a medical office is preferred; however we are willing to train the right candidates. 
Part-Time and Flexible scheduling may be available for some positions.
You are invited to join us 
Tuesday, April 20th 4pm – 6pm at 4550 California Avenue, 1st Floor 
We are seeking candidates for the following positions:

DECISION SUPPORT ANALYST: Performs computer-based analysis in support of financial, clinical, and operational projects. Bachelor’s degree in Business or Healthcare Administration, Mathematics, Computer Science, Finance, or other related field.  Experience with applying statistical tests to data. Academic or related experience may substitute for actual work experience. Proficiency with database query tools, Microsoft Access, Microsoft Excel, and Visio flowcharting, and/ or advanced data reporting tools such as Impromptu, Crystal Reports, and Arpeggio preferred.
SYSTEMS ANALYST: Performs duties related to software application support, including implementation, design, programming, on-going support, maintenance, training, and service quality evaluation. Database management duties including maintenance, design, development, and data analysis. Bachelor’s degree in Business Administration, Healthcare Administration, Mathematics, Computer Science, or a related field. Minimum two years experience developing/programming custom, departmental applications. Proficiency with database query tools, report writing tools, Microsoft Access, and Microsoft Excel required.
MEMBER SERVICES REPRESENTATIVE: Answers incoming telephone calls from health plan members, employers, providers and health plans. Completion of one year of college or equivalent technical training required.  Experience in substantially similar position may be substituted for college/technical training.

CLAIMS VERIFICATION CLERK: Verifies all claims scanned into OCR and audits certain fields for accuracy and completeness. Strong organizational, communication skills, mathematical skills and 10 key. Six (6) months experience as an Entry Level Data Processing, One year experience in managed care environment preferred.

CLAIMS EXAMINER: Responsible for the accurate review and input of claims. Strong organizational, communication, and mathematical skills.  Knowledge of ICD-9, CPT-4, and HCPCS coding preferred.  Six (6) months experience as an Entry Level Claims Examiner and/or one year experience in managed care environment preferred.

CLERK - HIERARCIAL CONDITION CATEGORY: Receives, classifies, indexes, and saves patient medical records and other information in electronic format. Min. one year experience working in a clerical position for a medical office, health plan or similar environment in the healthcare industry. Prior experience as data entry or medical records clerk preferred.
AUTHORIZATIONS CLERK: Process and complete all authorizations within established timeframes. Two years clerical experience working in a medical office or in the health insurance industry preferred.  Knowledge of medical terminology and ICD-9, HCPC and CPT-coding. Knowledge of IPA’s, PPO’s, HMO’s s, preferred.  Good communication skills. Familiarity with EZ-CAP and MS Outlook preferred. 

HOSPITALIST CLERICAL ASSISTANT: Provides clerical support for hospitalist and hospital-based case management program.  Min one year experience working in health care office. Must possess good organizational skills  Reliable transportation for commuting between contracted hospitals required.  Must possess valid California driver license.
ELIGIBILITY CLERK: Responsible for entering and maintaining accurate member enrollment and eligibility as provided by various health plans.  Minimum two years clerical experience, preferably in a medical office setting.  General understanding of IPA, EPO, and HMO structures, policies, and procedures, and medical terminology. Excellent customer service and public relations skills  

ALL APPLICANTS MUST POSSESS
High school diploma or GED equivalent. Excellent written and verbal communication skills, and working knowledge of common computer software programs including MS Word and Outlook.  Ability to operate office equipment such as fax and copy machines and work evenings and/or weekend shifts as required. Ability to speak, read and write in Spanish helpful.
For additional information regarding our organization and specific job requirements, 
please visit our website: www.managedcaresystems.com
EOE/Drug free workplace. Pre-employment drug testing required.
