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JOB DESCRIPTION
POSITION TITLE: 

Eligibility Specialist I – ICAMA
FLSA Designation:

Non-Exempt

EEO Category:

Office and Clerical
SOC:



43-4061
Last Reviewed/Updated:
11/05/2021
Job Summary: 

This position is responsible for the accuracy of maintenance adoption subsidy agreements and monthly adoption subsidy payments in the Florida Safe Families Network (FSFN).  This position is also responsible for assisting in the maintenance of Medicaid for adopted children including but not limited to measures necessary to ensure Medicaid coverage for children moving into or out of the state pursuant to the Interstate Compact on Adoptions Medicaid Assistance (ICAMA.) This position reports to the Eligibility Supervisor.
The position may involve acquiring, accessing, using, and safeguarding Protected Health Information according to applicable law and agency Policies and Procedures for Protected Health Information.
Mission: To enhance the community’s ability to protect and nurture children by building, maintaining and constantly improving a network of family support services.
Vision: To be a recognized leader in protecting children and strengthening families through innovative evidenced-based practices and highly effective, engaged employees and community partners.

Core Principles:  To respect the inherent dignity of children and families with permanency in mind. To individualize services to meet the needs of children and families. To commit to accountability using outcomes to measure performance and improve practice

Competencies:  Ability to perceive and communicate with sensitivity and without judgement while respecting each person’s potential.  Identifies and understands what resources are available, and builds and maintains effective working relationships with a network of systems. Commitment to ensuring accountability and a results-based orientation

Core Function:
Subsidy & Medicaid Processing
· Process and manage departmental tracker of completion of Medicaid and ICAMA needs and changes.  Respond to Medicaid and ICAMA requests within the timeframe as established by DCF.
· Coordinate with supervisor on all lapses in Medicaid coverage.
· Provide Medicaid technical assistance and support to adoptive parents.

· Provide income documentation to adoptive parents upon request.
· Complete changes regarding Maintenance Adoption Subsidy (MAS) payments and providers in FSFN when needed and verify that the monthly pre-payment reports have correctly captured all changes made.

· Process timely Temporary Assistance for Needy Families (TANF) renewals in FSFN.  If a child’s period of TANF eligibility has lapsed, update TANF eligibility. May support department if/as needed with mailing TANF renewal letters.
· Provide support as back-up to other Eligibility Specialists.
· Provide support for adoption audits and direct assistance to the Adoptions Eligibility Staff on an as needed basis.
· Display understanding of, and sensitivity to, service population’s cultural and socioeconomic characteristics.
· Is empathetic and able to see things from the emotional perspective of others, and cares about their well-being.
This list of essential functions is not intended to be exhaustive. Partnership for Strong Families reserves the right to revise this job description as needed to comply with actual job requirements.

Minimum Qualifications:

REQUIRED: 
· Associates degree from an accredited college or university. 
· Two years’ experience in a financial clerical, child welfare program funding, or revenue maximization position.
· Valid State of Florida Driver’s license, an acceptable driver’s record, and accessible, reliable transportation.
· Related experience may substitute on a year for year basis for the required education.
PREFERRED:
· Proficiency in Florida Safe Families Network (FSFN) functionalities.
· Experience with the Florida Medicaid system.
· Experience in a financial clerical position or revenue maximization position.
Skills:
· Ability to work independently and set priorities.

· Ability to maintain confidentiality of sensitive data.

· Strong interpersonal skills.

· Time Management and organizational skills.

· Ability to speak, read and write English at a professional level.

· Ability to work in a multi-task environment.

· Ability to utilize Windows based technology.

· Accurate data input skills.

Physical Requirements:


Sitting







65%


Standing






15%


Mobility (moving between internal offices)


10%


Kneeling/Bending/Stooping




05%


Reaching, overhead





05%

Speaking   


 Yes 
 No

Hearing 


 Yes 
 No

Reading Comprehension 
 Yes 
 No

Ability to Lift and carry up to 20 pounds.


Travel:

Same Day



Occasional


Overnight



Infrequent


Infrequent (2 to 3 times a year)



Occasional (2 to 3 times a month)



Frequent (2 to 3 times a week)

PFSF is an Equal Opportunity/Affirmative Action/ Drug Free Workplace and does not tolerate discrimination or violence in the workplace.  Applicants requiring a reasonable accommodation as defined by the Americans with Disabilities Act, must notify the Human Resource Department at 1-352-244-1527.  Notification to the Human Resource office must be made in advance to allow sufficient time to provide the accommodation. 

Drug Free Workplace:

PSF maintains and enforces a Drug-Free Workplace program.  New employees are required to be drug tested prior to employment.  In appropriate circumstances, current employees may also be required to submit to drug and/or alcohol testing.  Information on the Drug-Free Workplace Policy is contained in the Employee Handbook and set forth in the Drug-Free Workplace Policy, both of which are available through the organizations inter/intranet.

Signature Block:

By signing below, I agree and understand that I must satisfactorily perform each responsibility set forth to continue my employment with PSF.

_____________________________

______________________________

Employee Name (Print)


Supervisor’s Name (Print)

_____________________________

______________________________

Employee Signature



Supervisor’s Signature

____________



_____________

Date





Date

