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Job Description


Position Title:
        
Patient Financial Services Business Systems Analyst
Position Number:
7110
 
Responsible To:        
Director, Patient Financial Services
Purpose of Position:

Acts as a liaison between Patient Financial Services (PFS) subject matter experts, Information Systems and other departments and individuals who utilize the information generated by the assigned application(s). Identifies opportunities and supports efforts to leverage applications to their fullest potential. Performs system testing, query writing, daily maintenance operations, table maintenance, troubleshooting and resolution of application issues. Reviews and analyzes system data collection for completeness, develops and maintains documentation of application requirements and maintenance processes. Supports the development and maintenance of application user manuals. Assists with the development and delivery of user training.
Inter-Relationships:

Interacts with staff and management of Patient Accounting, Patient Admitting and Outpatient Scheduling as well as other departments who are impacted by the output of work in each of these departments.  Works closely with all stake holders, PFS Management team and Information Systems to ensure the development of the application meets the business needs of the Patient Financial Services departments and hospital organization. 
Primary Job Duties and Responsibilities:
The following are representative of the duties and responsibilities the PFS Business Systems Analyst is expected to perform while exemplifying the five YRMC values of integrity, respect, accountability, quality, and commitment.  In interacting with others the PFS Business Systems Analyst is expected to: 1) maintain and enhance the self-esteem of others, 2) listen and respond to others using empathy, 3) ask for help from others in solving problems, 4) share thoughts and rationale with others, 5) provide support without removing the responsibility of others.
1. Acts as a liaison among stakeholders to identify opportunities and support efforts to develop and maintain all assigned applications to better meet the needs of the end user.

2. Maintains a working knowledge of all assigned application structures, and operating practices. Understands each application’s purpose and how it supports the end user’s needs.

3. Performs the daily maintenance operations necessary for the effective and efficient use of the application.
4. Initiates all additions and modifications to the application’s table structure after completion of appropriate testing and receipt of necessary approval
5. Investigates business system issues, identifies opportunities for improvement and in conjunction with Information Systems develops and implements a plan to resolve or address. 
6. Performs integration and acceptance testing, supports the development of training and implementation materials and accepts and addresses customer feedback about the provided service utilizing quality measures.
7. Performs data analysis and reporting by extracting data, preparing reports, graphics and analysis as needed to ensure operating processes are conducted and completed in an accurate and efficient manner. Works with PFS management on process improvement efforts which are based on data results that are impacting financial outcomes, including the need for staff retraining and/or process flow modifications.
8. Identifies, troubleshoots and oversees the resolution of application functionality issues.
9. Responsible for leading projects related to the management and coordination of complete and accurate system data collection, claims analysis, and issue resolution.
10. Identifies opportunities for process improvement changes and makes recommendations to Director, Patient Financial Services

Secondary Job Duties and Responsibilities:

1. Assists department management and/or Director by identifying trends which depict training needs and assistance.
2. Responsible for the development and maintenance of application management and process documentation. 

3. Supports the development and maintenance of application user manuals.

4. Assists with the development and delivery of user training.
5. Works closely with senior staff, i.e. Team Lead, Application Coaches, and Health Data Analyst to ensure application cohesiveness.
6.   Other duties as assigned
Source: Yavapai Regional Medical Center. Used with permission.

Minimum Qualifications:
· Associate’s degree in Business, Information Technology or related field and five years in Patient Accounting, Patient Access or Patient Scheduling with a broad healthcare knowledge and terminology in all areas or any equivalent combination of education and experience may be considered.

· Minimum three years of education and or experience in leadership role with an emphasis on data analysis and conformance of operating practices preferred.

· Experience in training and development activities.
· Project management experience, including facilitating and coordinating the activities of multiple workgroups, teams or organizational units.  Demonstrated ability to listen to divergent views and build consensus and support for a shared goal.
· Exceptional communications and public relations skills.
· Excellent multi-tasking, analytical, organizational, and problem-solving skills.
· Must be able to adapt to change of duties quickly and smoothly. Ability to work well under pressure.
· Proficiency in computer usage and experience with a variety of business applications and query writing.
· Physically able to travel a total of three miles per day; occasional lifting 25-35 pounds; occasional bending and stooping; sitting for short periods of time.
Effective: 11/2012
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