NORTH CENTRAL MISSOURI MENTAL HEALTH CENTER

Job Description for

DISEASE MANAGEMENT 3700 COORDINATOR
A. DEFINITION

The Disease Management 3700 (DM3700) Coordinator collaborates with clients and providers to ensure clients receive quality, efficient and cost-effective health care services. Coordinates, monitors and evaluates all options and services to optimize a client’s health status. 

B. DUTIES
1. Provides support to the Director of Nursing (DON-DM3700 QMHP) and DM3700 Community Support Specialist (CSS).

2. Dictates or types documentation or related paperwork contemporaneously with service provision (within five (5) business days) and in accordance with agency and certification standards.

3. Attends state required meetings and trainings as necessary.

4. Receives the DM3700 cohort of names that have been issued by Medicaid / DMH and coordinates with Insurance Billing Supervisor and DON (or designee) to establish an active chart in ECR.

5. Coordinates and completes outreach to DM3700 clients via letters, care cards and face-to-face visits.

6. Coordinates contact and travels to outreach offices and/or to the DM3700 client’s home in the nine-county service area.

7. Coordinates appointments with DON or designee for DM3700 client intakes.

8. Provides assistance in DM3700 client intakes to the DON or designee, and coordinates with the Healthcare Home (HCH) program.

9. Monitors the CPS DM3700 Hospital Certification Notification report daily.

10. Coordinates outreach to DM3700 clients who are on the CPS DM3700 Hospital Certification Notification report by:

a. Traveling to the hospital when a DM3700 client is admitted;

b. Linking the DM3700 client and/or Patient Care Coordinator at the hospital to NCMMHC services.

11. Provides coverage for CSS regarding weekly visits to a DM3700 client, when the CSS is not available.

12. Provides ongoing assessment of all enrolled DM3700 clients by completing face-to-face visits, monitoring Cyber Access reports and staffing with CSS.

13. Reviews Cyber Access Reports and prepares a summary in CareLogic prior to full NCMMHC chart opening.

14. Completes data entry into the DM3700 Excel report for the Department of Mental Health (DMH) Cohort Status Update Report and submits monthly to the DMH.

15. Monitors and reviews for accuracy the DM3700 QA Tracking report and updates as necessary.
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16. Coordinates with the DON to write and/or revise DM3700 individualized master treatment plans as needed.

17. Assists clients to improve mental/medical health outcomes.

18. Cross-trains for Clinic Nurse duties, both face-to-face and tele-health clinics.

19. Cooperates with other agency programs.

20. Completes required continuing education hours as required by certification standards.

21. Demonstrates competency for, at minimum, the following core competencies:

a. Incident Reporting; Progress Notes; Clinic Nurse Progress notes (when assigned); Scheduling; Treatment Planning (as assigned); Medication Administration Injections (when assigned).

22. Maintains client confidentiality.
23. Performs related work as requested to carry out the purpose, goals and objectives of the agency
C. QUALIFICATIONS

Licensed in the State of Missouri as a Licensed Practical Nurse (LPN), with at least two (2) years qualifying experience as an LPN in psychiatric, substance abuse treatment, or developmental disabilities.  Must have a valid driver’s license, automobile and required liability insurance.

D. SUPERVISION

Directly responsible to the Director of Nursing (DON)

E. CLASSIFICATION

Non-Exempt

F. POSITIONS SUPERVISED

None

G. COMPONENT

Clinical

H. MINIMUM STARTING SALARY

$30,000
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