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129492BR - Contract Coordinator

Contract Coordinator

Job Description:

• Be responsible for the management of Selectica contract templates. Assure review and approval by Legal Counsel of any new physician contract language standards
and other non-standard language, where appropriate.
• Compile information and prepare and distribute regular activity reports. Analyze reports for contracting concerns. Generate reports on an as needed / as requested basis.
• Monitor individual and regional contracts to ensure compliance with Stark and with department policies and objectives including importing legacy contracts as necessary.
• Be responsible for maintenance and updating of contract user access privileges. Add new users as requested.
• Assist in the development and/or maintenance of Selectica user training documentation and internal Selectica policy / procedures.
• Assist in coordination and facilitation of Selectica training to contract users (viewers, authors, approvers and Department of Legal Affairs) as necessary.

Minimum Requirements:

• Bachelor's in healthcare, business, IT or related • Minimum 1 year contracting experience, 2 years preferred
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