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Job Description

JOB TITLE: 
Data Entry Specialist - HealthLine
REPORTSTO(POSITION):                        CredentialsOnLine Operations Supervisor
DIVISION:  WS 




LOCATION:  San Diego, CA 
DEPARTMENT: HealthLine Client Services          DATE OF ORIGIN:  5/19/2015
FLSA CLASSIFICATION: Non-Exempt

REVISION DATE:
	POSITION SUMMARY
Data entry of application / credentialing data for medical providers into the CredentialsOnLine Echo system. Under general direction, performs related tasks in support of the credentialing verification efforts of CredentialsOnLine. 


	ESSENTIAL DUTIES OR RESPONSIBILITIES – (The below listed duties are not all inclusive. This position must also perform other duties as assigned.):

	Essential Duties

	· A minimum 6 months data entry experience preferably in an Internet Explorer (IE)    environment; excellent accuracy rating in alpha and numeric data entry.
· Must be able to meet production quality and quantity goals.
· Must demonstrate excellent attention to detail.
· Knowledge of medical terminology is a plus.
· Must be dependable and be able to work well independently.
· Must have the ability to understand and apply policies and procedures and regulatory    standards associated with medical credentialing.



	JOB SPECIFICATIONS: What specialized, technical, or practical knowledge, skills, experience or abilities are needed to perform the job.  (Include degrees, certificates, licenses, or other bona fide job qualifications.)

	A. KNOWLEDGE/EDUCATION AND EXPERIENCE REQUIRED:

	

	· A minimum 6 months data entry experience preferably in an Internet Explorer (IE) environment; excellent accuracy rating in alpha and numeric data entry.
· Must be able to meet production quality and quantity goals.
· Knowledge of medical terminology is a plus.

	B. SKILLS REQUIRED (manual, verbal or mental manipulation of data or things):

	

	C. ABILITIES REQUIRED (work characteristics, behaviors, leadership abilities, etc.):

	· Must demonstrate excellent attention to detail.

· Must be dependable and be able to work well independently.

· Must have the ability to understand and apply policies and procedures and regulatory standards associated with medical credentialing.




I have received and read this job description and understand the requirements of the job.  I understand this job description is not intended to be all-inclusive; other duties as assigned may be required.  Further, I acknowledge that HealthStream reserves the right to revise or change job duties as the need arises.

Employee’s Signature




Date

Supervisor/Manager




Date

Human Resources Representative


Date
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