DEPARTMENT OF HEALTH AND HUMAN SERVI CES

NAVAJO AREA
INDIAN HEALTH SERVICE

This position is |located in a snokefree
envi ronnment .

REANNCUNCED TO SOLI CI T ADDI TI ONAL CANDI DATES.  APPLI CANTS WHO
APPL| ED PREVI QUSLY NEED NOT REAPPY.

VACANCY ANNOUNCEMENT OPENI NG DATE CLCSI NG DATE
FD- 03- 102A 12/ 08/ 2003 01- 02- 2004
POSI TI ON LOCATI ON AND DUTY STATI ON
Supervi sory Heal th System Speci al i st PHS I ndi an Hospital, Adm nistration
(Busi ness Manager) Busi ness O fice, Fort Defiance, AZ
GRADE/ SALARY NUVBER OF VACANCI ES
GS-671-11 - $47,110 Per Annum One (1) PI0601

GS-671-12 - $56, 463 Per Annum

APPOI NTIVENT WORK SCHEDUL E AREA OF CONSI DERATI ON

& Per manent & Full Tinme & Commuting Area

& Temnporary & Part Tinme &« Navaj o Area Wde
NTE: & Intermttent & | HS W de

& & & DHHS W de

SUPERVI SORY/ MANAGERI AL PROMOTI ON POTENTI AL

& YES, may require one-year probation & YES, to grade: 12

5 #NO # No known potenti al

HOUSI NG TRAVEL/ MOVI NG

& YES, governnent housing avail abl e wesMay be paid for eligible enpl oyees
& Private Housing Only «e«No expenses paid

DUTI ES: Supervi ses and coordi nates the functions and staff of the Business Ofice that
i nclude Branches in the Collections, Cast Control, Billing, Patient Registration, Patient
Admi ssions and Benefits. Responsibilities include providing technical assistance to
managenent, nedical providers, patients and other facility personnel regarding the work of
t he departnents. Responsi ble for creation, inplenmentation and maintenance of Business

Ofice policy and procedures, which comply with the practices of an office supporting a
private sector acute care hospital with a large multi-disciplinary anbulatory, care
system Serves as second |ine supervisor over 20 or nore support staff in the Business
O fice Programs through three subordi nate supervisory positions. Has the responsibility
for coordinating and distributing workl oads. Revi ews the workload and progress of the
office. Displays initiative in pronoting suggestions to inprove the overall operations as
wel | as stressing cost containment. Directs the activities of the Business Ofice Program
i ncluding long and short range planning, evaluation and anal ysis, and projection of future
requi renents. Responsi ble for coordinating Business Ofice functions with the Service
Unit Finance, Cinical Services, Health Records, and MS. Coordi nates Business Ofice
functions with the NAIHS Third Party Coordinator and other Navajo Area Service Units.
Mai ntains close relationship with the Finance Ofice and Medical Records Departnment in
coordinating collections for the third party reinbursement program Devel ops statistical



reports and control methods in determ ning receivables and collections. Responsi bl e for
the creation and maintenance of super bills by working with Cinical Service Chiefs to
ensure capture of correct charges for services rendered to patients. Also works with al
ancillary departments as well as the Departnment of Surgery, Anesthesia, and nursing units
to assure all reinbursable services and supplies are captured for services rendered.
Coordi nates Business Ofice policies and procedures, patient registration and adm ssions
eligibility, resource patient managenent systens, and alternate resource program through
subor di nat e supervi sor. Through subordi nates’ supervisor, coordinates collections for the
third party reinbursenment program Devel ops statistical report and control nethods for
determ ni ng receivables and collections. Perforns other duties as assigned.

QUALI FI CATI ON REQUI REMENTS  YOUR DESCRI PTI ON OF WORK EXPERI ENCE, LEVEL OF RESPONSI Bl LI TY,
AND ACCOWPLI SHMENTS W LL BE USED TO DETERM NE THAT YOU MEET THE FOLLOW NG REQUI REMENTS

PCSI TI VE EDUCATI ON REQUI REMENT:  No. LI CENSURE REQUI RED:  No.

BASI C QUALI FI CATI ON REQUI REMENTS: Candi dates nmust have had 52 weeks of specialized
experience equivalent to at least GS-9 level to qualify for the GS-11 level, and 52 weeks
of specialized experience equivalent to at least GS-11 to qualify for the G512 | evel.

Speci al i zed Experience Progressively responsible analytical or admnistrative, or
clinical management or supervisory experience in the health care field. This work may
have been perforned in an operating health care facility or a higher organizational
echelon with advisory or directional authority over such facilities. Wrk mnmust have
involved a close working relationship with facility managers and analysis and/or
coordi nation of administrative, clinical, or other service activities, and provided
know edge of the follow ng:

?? M ssions, organizations, prograns, and requirenments of health care delivery
syst ens;

?? Regul ations and standards of various regulatory and credentialing groups; and

?? CGovernnent-w de, agency, and facility systems and requirenents in various
adm ni strative areas such as budget, personnel, and procurenent.

SUPERVI SORY OR MANAGERI AL AB LI TI ES:

?? Ability to assign to and revi ew work of subordinates, train and work effectively
wi th subordinates froma variety of backgrounds and with different |evel s/areas of
traini ng.

?? Ability to acconplish the quality and quantity of work expected within set limts of
cost and tine.

?? Ability to plan own work and carry out assignments effectively.

?? Ability to communicate with others effectively both orally and in witing in working
out solutions to problens or questions relating to the work.

?? Ability to understand and further managenent goal s as these affect day-to-day work
operations.

?? Ability to devel op i nprovenents in or design new work nethods and procedures.
SELECTI VE PLACEMENT FACTOR None

Tl ME- | N GRADE REQUI REMENTS: A candidate applying under the provisions of the Merit
Pronmotion Plan nust have conpleted at | east 52 weeks of service at the GS5-9 to qualify for
the GS-11 level, and 52 weeks of service at the GS-11 to qualify for the GS-12.

LEGAL AND REGULATORY REQUI REMENTS Candi dates must neet tinme-after-conpetitive
appoi ntnment, tinme-in-grade, and qualification requirements by the closing date of the
vacancy announcemnent .

CONDI TI ONS OF EMPLOYMENT: | nmruni zati on Requirement - All persons born after 12-31-56 mnust
provide proof of imunity to Rubella and Measles. Serology testing to confirm inmmnity
and/ or immunizations will be provided free of charge. Speci al consideration may be




allowed to individuals who are allergic to a conponent of a vaccine, have a history of
severe reaction to a vaccine, or who are currently pregnant. This applies to candi dates
for positions in any Service Unit or any Area Ofice position that requires regular work
at a Service Unit.

REASONABLE ACCOVMODATI ONS Thi s agency provi des reasonabl e accommpdati ons to applicants
with disabilities. |If you need a reasonabl e accommodation for any part of the application
and hiring process, please notify the Personnel Ofice. The decision on granting
reasonabl e acconmodation will be on a case-by-case basis.

NOTE: Refer to OPM Operating Manual Qualification Standards for General Schedul e
Positions, Series GS-671 for conplete information. Substitution of education for
experience will be made in accordance with those standards. TO OBTAI N EDUCATI ON CREDI T,
APPL| CANTS MUST SUBM T OFFI Cl AL TRANSCRI PTS. For nore conplete information, contact your
servi cing Personnel Ofice

VWHO MAY APPLY:

MERI T PROMOTI ON PLAN (MPP) CANDI DATES Applications wll be accepted from status
eligibles (e.g., reinstatenent eligibles and current permanent enployees in the
Conpetitive Federal service) and from current permanent |IHS enployees in the Excepted
Federal service who are entitled to Indian Preference.

Status applicants may apply for a position under both the MPP and non-status application
procedures. In this case, they nmust file two (2) applications for dual consideration

EXCEPTED SERVI CE EXAM NI NG PLAN (ESEP) CANDI DATES Applications will be accepted from
individuals entitled to Indian Preference. Current Permanent |HS Excepted Service
enpl oyees and Conpetitive Service enployees or Reinstatenment eligibles entitled to Indian
Preference may also apply under the provisions of the Indian Health Service Excepted
Service Exami ning Plan. These candidates MJST indicate on their Application for Federa
Enpl oynment or Resune, whether their application is submtted under the IHS Excepted
Service Examining Plan, the IHS Area Merit Pronotion Plan or both.

Applications wll also be accepted from individuals eligible for non-conpetitive
appoi ntnment (e.g., Applicants eligible for appointnment under the Veterans Readjustnent
Act, the severely handi capped, or those with a 30% or nore conpensabl e service-connected
disability.)

VETERANS: Vet erans who are preference eligible or who have been separated fromthe Arned
Forces under honorable conditions after 3 years or nore of continuous active service may

apply.

| NFORVATI ON FOR DEPARTMENT OF HEALTH AND HUMAN SERVI CES (DHHS) SURPLUS OR DI SPLACED
EMPLOYEES REQUESTI NG SPECI AL SELECTI ON PRI ORI TY CONSI DERATI ON

If you are currently a DHHS enpl oyee who has received a Reduction in Force (R F)
separation notice of a certificate of expected separation; you may be entitled to special
priority selection under the DHHS Career Transition Assistance Program (CTAP). To receive
this priority consideration you nust:

1. Be a current (DHHS career or career-conditional (tenure group | or I1) or be a current
| HS excepted appointnment (with no time limt) tenure group Il excepted/ conpetitive
servi ce enpl oyee who has received a RIF separation notice or a Certificate of Expected
Separation (CES) and, the date of the RIF separation has not passed and you still on
the rolls of DHHS. You nust submit a copy of the RIF separation notice or CES al ong
wi th your application.

2. Be applying for a position that is at or below the grade |level of the position from
whi ch you are being separated. The position nmust not have a greater pronotion
potential than the position fromwhich you are being separation

3. Have a current (or last) performance rating of record of at least fully successful or
equivalent. This must be submtted with your application package.

4. Be currently enployed by DHHS in the sane commuting area of the position for which you
are requesting priority consideration



5. File your application by the vacancy announcenent closing date and neet all the
application criteria (e.g., submt all required docunmentation, etc.).

6. Meets the basic qualifications for the position any docunented sel ective factor,
physi cal requirements with any reasonabl e acconmpdati on and are able to satisfactorily
performthe duties of the position w thout undue interruption

| NFORMATI ON FOR DI SPLACED EMPLOYEES REQUESTI NG SPECI AL SELECTI ON PRI ORI TY CONSI DERATI ON
UNDER THE | NTERAGENCY CAREER TRANSI TI ON ASS| STANCE PROGRAM (| CTAP) .

If you are a displaced Federal enployee you may be entitled to receive special priority
consi derati on under the ICTAP. To receive this priority consideration, you nust:

1. Be a displaced Federal enployee. You nust submit a copy of the appropriate
docunentation such as RIF s separation notice, a letter from OPM or your agency
docunenting your priority consideration status with your application package. The
foll owi ng categories of candi dates are considered displ aced enpl oyees.

A Current or former <career or career-conditional (tenure group | or 1I1)
conpetitive service enpl oyees who

1. Recei ved a special RIF separation notice; or

2. Separ ated because of a conpensable injury, whose conpensation has been
term nated, and whose forner agency certifies that it is wunable to
pl ace; or

3. Retired with a disability and whose disability annuity has been or is
bei ng term nated; or

4. Upon receipt of a RIF separation notice retired on the effective date of
the RIF and submts a Standard Form 50 that indicates retirenment in lieu
of RIF"; or

5. Retired under the discontinued service retirenment option; or

6. WAs separated because he/she declined a transfer of function or directed
reassi gnment to another conmmuting area.

oR
B. Former Mlitary Reserve or National Guard Technicians who are receiving a

special Ofice of Personnel Mnagenent (OPM disability retirenent annuity
under section 8337(h) or 8456 of Title 5 United States Code.

2. Be applying for a position at or below the grade level of the position from which
you have been separated. The position must not have a greater pronpotion potenti al
than the position fromwhich you were separ at ed.

3. Have a current (or last) performance rating of record of at least fully successful
or equivalent. This nust be submitted with your application package. (This
requi renent does not apply to candi dates who are eligible due to conpensable injury
or disability retirenent.)

4. Cccupy or be displaced from a position in the same |ocal conmmuting area of the
position for which you are requesting priority consideration
5. File your application by the vacancy announcement closing date and neet all the

application criteria (e.g., submt all required docunmentation, etc.).

Be rated well qualified for the position including docunented selective factors, quality
ranking factors, physical requirements with reasonable accompbdations and is able to
satisfactorily performthe duties of the position upon entry.

EVALUATI ON CRITERIA Evaluation wll be made of Experience, Performance Appraisals,
Training, Letters of Commendation, Self-Devel opnent, Awards and Qutside Activities which
are related to this position. To receive full credit for your qualifications, provide a
narrative statenent which fully describes all aspects of your background as they relate to
the know edge, skills and abilities (KSA's) outlined below and show the |evel of
acconpl i shments and degree of responsibility.

The KSA's in your narrative statement will be the principle basis for determ ning whether
or not you are highly qualified for the position. Describe your qualifications in each of
the foll ow ng:



Ability to performthe technical aspects of the job.

Know edge of 1CD-9-CM |CD-10, CPT, Automated Drg G ouper and Case M x | ndex.
Ability to supervise.

Ability to review the work of others.

Ability to neet and deal with a variety of individuals.

Ability to devel op and provide training.

Ability to conmmunicate in witing.

NogohkwhE

SEE ATTACHED SUPPLEMENTAL QUESTI ONNAI RE FOR DEFI NI TI ONS.

HOWN AND WHERE TO APPLY: All applicants must submt ONE of the following to the PHS Indian
Hospital, Human Resource Branch, P. O Box 649, Fort Defiance, AZ 86504, by close of
busi ness (5:00 p.m) on the cl osing date: 11/ 26/ 2003. For nore information contact:
Ida N. Mark, 928-729-8259.

TELEFAXED APPLI CATI ONS OR RESUMES W LL NOT' BE ACCEPTED

1) OF-612, Optional Application for Federal Enploynent; or

2) SF-171, Application for Federal Enploynent; or

3) *Resumne; or

4) *Any other witten application format; PLUS transcript of college courses;
copy of your nost recent performance appraisal and any other necessary
docunent ati on pertinent to the position being filled.

*| NFORMATI ON REQUI RED ON RESUMES AND OTHER APPLI CATI ON FORMATS: Resunes or ot her
application formats MJST contain all of the information listed below in sufficient
detail to enable the personnel office to make a determination that you have the
required qualifications for the position. Specifically, the information provided
under #8 (H gh School), #9 (College and Universities) and #10 (Wrk Experience)
will be used to evaluate your qualifications for this position. FAILURE TO | NCLUDE
ANY OF THE | NFORMVATION LISTED BELOW MAY RESULT IN LOSS OF CONSI DERATION FOR THI S
PCsI Tl ON.

1. Announcenent Number, Title and Grade of the job for which you are applying;

2. Ful | Name, Miling Address (with zip code) and Day and Eveni ng Phone Nunbers
(with area code);

3. Soci al Security Number;

4. Country of Citizenship;

5. Vet erans' Preference Certification - DD214, indicating D scharge and/or SF-15
- if claimng 10-point. Veterans' Preference is not applicable to current

DHHS permanent enpl oyees, Federal enployees with conpetitive status, or
reinstatenment eligible;

6. Copy of latest SF-50, Notification of Personnel Action, if current or prior
federal enpl oyee;

7. H ghest Federal civilian grade held (give series and dates held);

8. H gh School - Name, City, State (zip code, if known), and date of Diploma or
CED;

9. Coll ege and Universities - Name, City, State (zip code, if known), Mjors,

Type and Year of any Degrees received (if no Degree show Total Senester or
Quarter-Hours earned). (Attach Transcript);

10. Work Experience (paid and non-paid) - Job Title, Duties and Acconplishments,
Enpl oyer' s Nanme and Address, Supervisor's Nane and Tel ephone Nunmber; Starting
and Endi ng Dates (nonth/year); Hours worked per week; and Sal ary;

11. Indicate if we may contact your current Supervisor;

12. Job-Rel ated Training Courses, Skills, Certificates, Regi strations and
Li censes (current only), Honors, Awards, Special Acconplishments.

NOTE: All applicants will be required to conplete and sign the OF306, Declaration for

Federal Enploynent, and the Addendum Child Care W rker questionnaire wth original

signature to determne your suitability for Federal enploynent, to authorize a background

i nvestigation and to certify the accuracy of all the information in your application.

Respondi ng yes to any one of the two questions on the Addendum can nake you ineligible for

enployment in this position. If you make a false statenment in any part of vyour
application, you may not be hired; you may be fired after you begin work; or you may be
fined or jailed.




A copy of an official Bureau of Indian Affairs “Verification of Indian Preference for
Empl oynment in BIA or IHS” Form 4432 (or equivalent formissued by a Tribe authorized by PL
93-638 Contract to perform the certification function on behalf of the BIA), signed by the
appropriate BIA Oficial, mnmust be submtted if the applicant clains Indian Preference or

appropriate Bl A form showi ng 50% or nore bl ood quantumif applicant is not an enrolled tribal

nmenber . Navajo Area Indian Health service enployees claining Indian Preference need not
submit the BIA form 4432 but nust state that such docunmentation is contained in their
Oficial Personnel Folder.

NOTE: THIS OFFICE WLL NOT SOLICIT ADDI TI ONAL | NFORMATI ON.  Persons who submit inconplete
applications will be given credit only for the information they provide and may not,
therefore, receive full «credit for their veteran preference determnation, Indian
Pref erence, Education, Training and/or Experience.

ADDI Tl ONAL SELECTI ONS Additional or alternate selections nmay be nmade within 90 days
of the date of the certificate issued if the position becones vacant or to fill an
i dentical additional position in the sane geographic | ocation.

| NDI AN PREFERENCE: Preference in filling vacancies is given to qualified Indian
candi dates in accordance with the Indian Preference Act. Qher than the above, the IHS is
an Equal Opportunity Enpl oyer.

SELECTI VE SERVI CE CERTI FI CATION If you are a male born after Decenber 31, 1959, and you
want to be enpl oyed by the Federal Governnment, you must (subject to certain exenptions) be
registered with the Sel ective Service System

EQUAL EMPLOYMENT OPPORTUNI TY. Sel ection for positions will be based solely on merit wth
no discrimnation for non-nmerit reasons such as Race, Color, Religion, Gender, Sexual
Oientation, National Oigin, Politics, Marital Status, Physical Handicap, Age or
Menbershi p or Non-Menbership in an enployee organi zation. Pronotions or appointnment will
not be based on personal relationship or other types of personal favoritismor patronage.

EEO REVI EW CONCURRENCE Dat e PERSONNEL CLEARANCE Dat e

THI' S ANNOUNCEMENT NUMBER: FD-03-102A  MJST | NDI VI DUALLY | DENTI FY EACH APPLI CATI ON AND
DOCUMENT  FORM ALL ORI G NAL DOCUMENTS AND COWVPLETED APPLICATION FORMS ARE TO BE
DUPLI CATED BY THE APPLI CANT BEFORE SUBM SSION AS WE DO NOT HONOR REQUESTS FOR COPI ES.
COWPLETED FORMS WHEN SUBM TTED BECOVE THE PROPERTY OF THIS PERSONNEL OFFI CE AND W LL NOT
BE RETURNED. ONLY MATERI AL SUBM TTED BY THE CLOSI NG DATE W LL BE CONSI DERED.




SUPPLEMENTAL QUESTI ONNAI RE
Supervi sory Health Systens Specialist,GS671-11/12

1. ABILITY TO PERFORM THE TECHNI CAL ASPECTS OF THE JOB. The person in this position nust

3.

have the ability to interpret and apply Medicare and Medicaid |aws, regulations and
procedures; manage and maintain the Patient Care Conponent (PCC) Data System and have
a working knowl edge of all Third Party (Medicare/ Medicaid, and Private Insurance)
billing and rei nbursenment procedures and regulations in addition to Patient Eligibility
Determ nation. Wat in your background shows you possess this ability?

VWhat was the duration of these activities?
VWho can verify this information? (Please provide a tel ephone nunber.)

KNOAMLEDGE OF | CD 9-1CD 10, CPT, AUTOVATED DRG GROUPER AND CASE M X | NDEX. The person
in this position nmust have the know edge of all aspects of both outpatient code
gui delines for coding procedures and diagnosis. This know edge al so include case mXx
i ndex. Wat in your background shows you possess this know edge?

VWhat was the duration of these activities?

VWho can verify this information? (Please provide a tel ephone nunber.)

ABILITY TO SUPERVI SE. The person in this position nust have the ability to evaluate
the work of subordinates, counsel enployees, recommend enployees for selection and
promotion, awards, discipline, formal training, schedul e | eave, resolve conplaints, and
provide on-the-job training. What in your background shows you possess this ability?

What was the duration of these activities?

VWho can verify this information? (Please provide a tel ephone nunber.)



4. ABILITY TO REVIEW THE WORK OF OTHERS. The person in this position nust have the
ability to provide technical assistance and review for accuracy and conpleteness to the
Busi ness O fice staff and others in interpreting and applying Medicare and Medicaid | aws,
regul ati ons and procedures, managenent and maintain the Patient Care Conponent (PCC) Data
System and have a working know edge of all Third Party (Medicare/ Medicaid and Private
Insurance) billing and reinbursenent procedures and regulations in addition to Patient
Eligibility Determnation. VWhat in your background shows you possess this ability

VWhat was the duration of these activities?

VWho can verify this information? (Please provide a tel ephone nunber.)

5. ABILITY TO MEET AND DEAL WTH A VAR ETY OF INDIVIDUALS. The person in this position
must have the ability to exercise tact, diplomacy, and apply mature judgnent in neeting
and dealing effectively with a variety of individuals and groups. It also includes
skills in being persuasive, the ability the gain the confident of others, and
perceptiveness in dealing with others. Wat in you background shows you possess this
ability?

VWhat was the duration of these activities?

VWho can verify this information? (Please provide a tel ephone nunber.)

6. ABILITY TO DEVELOP AND PROVIDE TRAINING The person in this position must have the
ability to provide technical advice and assistance in the application of |[aws,
regul ati ons, and procedures that pertain to billing and rei nbursenment for all Third Party
Resources (i.e., Medicare/Medicaid, and Private Insurance). |In addition to the procedures
that govern the Patient Care Conponent (PCC) Data System and Patient Eligiblity
Det er m nati on. This will be in the for inservice training, on-the-job training, and
witten Service Unit policy to the Service Unit Managenent.

What was the duration of these activities?



VWho can verify this information? (Please provide a tel ephone nunber.)

7. ABILITY TO COWUNI CATE IN WRITTNG The person in this position nust have the ability
to assenble, sunmarize, and conpile substantive information in witing which are clear
conci se and understandable to both professional and | aynmen. What in your background shows
you possess this ability?

VWhat was the duration of these activities?

VWho can verify this information? (Please provide a tel ephone nunber.)

hkhkhkkhkhkhhhkhhhhhhhhhhhhhhhhhdhhhdhhhhhhhhhhhdhhhhhhdhhhdhhhdhhhdhddhdhdhdhhdhdhhhdhhhdhhdhhhddhddhddddrdrx*
*

CERTI-F-1-CAT-1-ON

| CERTIFY that all of the statenents nade in the above questionnaire are true, conplete,
and correct to the best of ny knowl edge and belief, and are nmade in good faith.

Signature of Applicant (Sign in |Ink) Dat e



