Administrative Assistant Home Care CAE 
HESSCO Elder Services has a full time (37.5 hours per week) position available for an Administrative Assistant assigned to the Home Care Clinical Assessment and Eligibility (CAE) Department.  The Administrative Assistant will help achieve the goal for the consumer by maintaining medical records, setting up medical screens for Mass Health, and assist with billing for the consumers that remain in the community.  The goal is for a consumer to age in place in the least restrictive setting and safe environment.  
Essential Functions: 
1. [bookmark: _Hlk70597155]Communicate with area nursing facilities and families to coordinate requests and documentation required for a Mass Health Screen. 
2. Review Mass Health status to assess ability to complete nursing facility screen.
3. Responsible for documentation including to electronic file.
4. Comply with documentation standards and compliance regulations set forth by regulatory agencies and agency policies, procedures, and practices.  
5. Responsible for distribution of documentation to Mass Health and responsible parties.
6. Work collaboratively with agency staff, informal and formal supports, vendors and other community agencies.
7. Assist with sending and retrieving personal care plans/HHA Care plans to Vendors.
8. Assist with vendor billing for HHA Care Plans. 
9. Attend and contribute to regular agency meetings and statewide trainings, as assigned.
10. Participate in professional development, as assigned.
11. Perform other duties as assigned by supervisor.

Qualifications:

1. Relevant experience in administrative/office support work required including maintaining files, scanning, and mailing. 
2. Customer service experience.
3. Proficient in Microsoft Office Suite or related software and data entry.  
4. Experience in data base system preferred.
5. Strong verbal, written and telephone communication skills.
6. Strong interpersonal and customer service skills.
7. Strong organization skills and attention to detail.
8. Ability to work independently and work well as part of a team; flexibility to accept changing of priorities. 
9. Access to secure internet for remote work required.  		

