MILWAUKEE COUNTY
JOB EVALUATION QUESTIONNAIRE

This form is designed to assist you in describing your departmental job. You are asked to fil this form out to outline the essential duties and
responsibilities; and identify the knowledge, skills and abilities required to successfully perform the job. This form is used to request new job
classifications, review current classifications, reclassification, reallocations, and general updates to the job description. Note: it is the job that is
being evaluated, not the position/incumbent, Thank you for your-cooperation.

GENERAL INSTRUCHONS:

1. Before beginning, please look over the entire questionnaire. Each questicn should be answered completely and accurately. If a question does
not apply to this job, please indicate “N/A” (Not Applicable).

2. Tocomplete the questionnaire, please type and/or select your responses.
3, [fyou wish to make additicnal comments, please use the space available in the “Additional Comments” section on page 6 of this

guestionnaire.

A. JOB IDENTIFICATION INFORMATION:

Department (High Org): | 7990 Di\._r_i's'i'o'n"(l.,_dw orgh | 7995
e Name: Maria Ledger Email: MARIA.LEDGER@MILWCNTY.COM
Contact for this Study "~~~
S Title: Director, Famity Care Phone: 414-287-7610
CurrentJob Title: . . | Contract Services Coordinator {MCO)

JobReportsTo: - - | Title: Asst. Program Administrator Fiscal/Contracts

Sl [Testablish New [ JReview [ ]Reclassification [ ] Reallocation  [_] Update Description
Request Type:

Other, Specify Mid-year create

B. JUSTIFICATION STATEMENT:

1. Attach an organizational chart,

2. Explain the events or changes that made this request necessary. ey : EREE
Due to increased volume of members and providers, Heightened contract momtormg reqwrements and Iarge scope of the responsm]éttms,
the MCO must create a Contract Serv Coord position. The Department has over 1,000 provider contracts with more providers added on a
regular basis. This volume makes it increasingly difficult to monitor performance,provide technicat assistance, insure quality and capacity
needs are met. Providers are needed for crisis intervention services to members with dementia or mentaliliness,

C. ABOUT THE JOB:

Job Status: B Regular Fult-Time (] Rregular Part-Time '~ | [ ]| Seasonal [ contract
Shift; B pay [} Evening [ wight 1 J other:
Hours Per Weelc: B2 >40 Hours ] 32-40 Hours ™l 20-32 Hours ] <20 Hours
Travel: [] ves [] No Ifves, % Travel

Wit This Job Supervise/Manage? I ] supervise [ ] Manage N/A # of Direct Reports:

D. JOB SUMMARY:

Briefly state, in several sentences, the prmc:ple purpcse or functton of the jOb Responé by descrsbmg What the job rs, What its ma;or
objective is, and Why does it exist.

This position has overall responsibility for planning, deveioping and managmg the ?rowder Network for delivery of covered services to Fa mlly
Care program participants with emphasis on working with providers who possess expertise in working with individuals who have
developmental disabilities, mental health diagnoses and/or behavioral health issues as well as acute and primary health care providers.
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E. ESSENTIAL DUTIES/RESPONS!BILETES:

-JDB RESPONSIB!L!TY LIST: Please descr;be the major elements ofthe jOb E_lst on]y the ma Jor fursctlons, separa?:ely, in order of zmporta nce Prowde

a ohe or two Etne descnptive statement for each duty 50 that 14 can be understood by someone hot fam:har w1th thls kmd of work. We;ght the
apprommate percentage of allocated work t:me for éach functsonal work actlvrty (Round 10, the nearest 5%) We do, not need to know HOW the
function is to be performed but rather, WHAT itisto be performed Percentages shouicl add up to 10{)% TR : :

- Job Duty: Administer Contracts. % of%’ifﬁe:
Originat [} New ey ’ o
1. Descriptive:  Administer contracts for long-term care services; develop policies/procedures to oversee contract compliance; develop
methods to improve service quality and cost effectiveness; analyze price proposals, financial data and other information to
determine reasonabieness, etc. )
. Job Duty: Analyze utilfization, capacity, and provider performance % of Time:
Original [ ] New y: Anal paciy, anap P "
2. | Descriptive:  Conduct fiscal and quality assurance findings and impose corrective action if required; conduct investigation of comptaints;
provide technical assistance and training to network providers; coordinate and provide orientations, workshops and
provider fairs; monitor compliance. 7
Job Duty: Insure vendors possess expertise serving target population % of Time:
Original [ ] New ¥ P P grarget pop ’ 15
3. | Descriptive:  Establish educational and training guidelines for providers and monitor adherence
Job buty: Provider Relations % of Time:
original [ ] New Y :
i5
4. | Descriptive:  Maintain open communication with contracted providers, serve as a resource for them in regards to service authorizations,
hilling, accessing the provider portal
Job Duty: Negotiate Rates % of Time;
Original [_] New g 0 i
5. | Descriptive:  Evaluate financial information submitted by providers to determine appropriateness of rates. Present detailed information
to internal Rate Committee for approval.
L Job Duty: Analyze network capacity % of Time:
B original ] New
10
6. Descriptive:  Determine composition of Provider Network based on evaluation of State/County Contract requirements; evaluate and
determine network development and management strategies based on the systhesis of Fiscal and Operational goals;
anticipate ongoing network needs ‘
Job Duty: % of Time:
[l orginat [} new Y ’ ‘
7. Descriptive:
Job Duty: % of Time:
[] original [] New Y ’
8. Descriptive:
lob Duty: % of Time:
[original [] New 4 ’
9. Descriptive:
Job Duty: % of Time:
[Cloriginat [ ] New Y ’
10. | Descriptive:
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F.- EQUIPMENT, TOOLS & MATERIALS

Please iist all equipment, tools or materials . .} ...© "0 Frequency B e T R e
required to perform the job along with the. T Daily | Weekly ] Monthly. | ' " - Typeof Equipment '
freCIuency ' St o Lo R TR B R R

X Car

1. Machmery {i.e. Vehicles, Motorized
Eqmpment Hea\/y Machinery, etc)

2. Hand Too!s/lnstrumentS'(l e. Power Tools, | x . PC
?C’s offlce or Iaboratory eqwgment
weapons, etc. ) )

3. ‘Driving required? !. Yes [ 1 No

G. JOB COMPETENCIES

Internal Contacts: Please select ail that apply. -

B4 | Contact with employees or others primarily at a routine level involving basic information exchange.

Contact with peers and others involving exglanation of information (these contacts may be within or outside department or division), and
the gathering of factual information. May include the communication of sensitive or confidential information.

[<

Contact across departments or divisions with employees involving persuasion of others, absent formal authorlty, to com‘orm tc a policy

X
o interpretation or recommendad course of action.
<] | Contact that requires a high degree of authority in securing understanding and cooperation of multiple departments or interests.

External Contacts: Please select all that apply.

{71 | No contact with peopie outside the organization.

i 11 Limied external contact to: gather information, answer queries, or ask assistance.

Frequent external contact to: gather information, answer gueries, or ask assistance.

24 | External contact involving a reguirement to maintain a continuing external working relationship with individuals, or organizations.

5 External contact involving the initiation and maintenance of relationships that can have a significant effect on the success of the
organization,

Col

mmunication Skills: Select the levef of !anguage (ablhty to. reao% write and speak needed to successfuliy accompllsh the essentlal duties of the
job.) Please select all that apply. Lo : : : D O .

Read, write and comprehend simple instructions, short correspondence and memaos.

Read and interpret safety rules, operating/maintenance instructions and procedure manuals,

Write routine reports, correspondence, and speak effectively before both internal and external groups.

Read, analyze, and interpret business manuals, technical procedures and/or government regulations.

Read, analyze, and interpret scientific and technicai journals, financial reports and legal documents.

sz bk

Prepare and/or present written communications that pertain to controversial and complex topics.

Decision-Making: Please select only one of the following:

Requires minimal decision-making responsibility.

Reguiarly makes decisions involving how a project or operation wil be conducted (i.e. sequence or method), and generally from an
available set of alternatives or precedents,

O

Regularly makes decisions of responsibility, involving evaluation of information. Decisicns may reguire development or application of

i

alternatives or precedents.

Regutarly makes significant decisions and final resuits, typically affecting the entire department. Available guides or precedents are limited.
Has authority over the allocation of resources.

Significant responsibility for decisions and final results, affecting maore than one department or 2 department with multiple units.
Substantizl analysis is required and many factors must be weighed before a decision can be reached,

Major responsibility for decisions and final recommendation, which may result in the formulation of strategic plans of action to achieve the
broad objectives for the organization.

oo o g

Primary work responsibitity involves the long-range future including the scope, direction and goals of the organization.
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Compilexity, Judgment and Probliem Solving: Piease select all that apply.

Work of a relatively routine nature. Requires the ability to understand and fotlow instructions.

>

Structured work, following a limited variety of standard practices.

DX | Genrerally structured work, but involving a choice of action within #mits of standard policy and procedures.

5 Generally diversified and moderately difficuit work. Requires judgment in the adaptation and interpretation of established practices and
procedures to meet problems and situations to which the application is not clearly defined,

5] Typically difficult or complex work, Generally governed by broad instructions and objectives usually involving frequently changing
conditions and problems.
Work reguires the ability to plan and perform work in light of new or constantly changing problems, work from broad instruction, and deal

X] | with complex factors not easily evaiuated. Decisions require considerable judgment, initiative, and ingenuity in areas there is little
precedent,

= Work reguires the ability to act independently in the formulation and administration of policies and programs for major departments or

functions.

Supervisory/Managerial: If applicable, select the appropriate level of responsibility.

O

Level 1 General instructing, scheduling, and reviewing the work of others performing the same or dlrectly related work. Acts as “lead
worker”. Functional supervision only.

O

Level 2 Recommends personne! actions (hiring, termination, pay changes). involves scheduling, sugervision, and evalustion of work of
employees who perform similar work assignments.

Level 3 Schaduling, supervision, and evaluation of work as a “manager” of the first line supervisors; or perform supervision of workers who

O perform distinct and separate blocks of work,

7] Level 4 Scheduling, supervision, and evaluation of work as a superior of “managers”. Administers through subordinate managers,
departmental multi-function programs or aperations.

L1 | revel 5 Scheduling, supervision, and evaluation of work as a superior of those in level 4.

List the names of the Department(s)/Division{s) supervised/managed by this job:

Are there subordinate supervisors/managers reporting to this job? | 1 Yes [X] No ifyes, how many?

“Fiscal Responsibility:

Responsible for annual operating budget for department( )/dé\nsmn s)? l ™ ves No If yes, please provide total amount'-’

- Go To Next Page -
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H, WORKING CONDITIONS

What are the physical, mental and environment demands for this job? Functions identified must coincide with the descriptive statement of
essentlal duties and responsibilities for this fob. The functions should focus on what is to be done and the. processes tradltlonally useci to achseve
end results, ‘For each of the foilowmg fu nctlonal reqwrements, indicate the fre{;uency in whsch it occurs in thisjob. : )

.:.PHYSICAL DEMANDS .:"N/A._- ' Seldom .| Occasional | " Frequent - 'A‘W?W i
S e {<25%) (25%-50%) | (50%-75%) | . (75%)
Standing . . O 24 3 3 1
WaEking/Running ] Bl ] l::] D
Sitting - ] ] L] B ]
Reaching ] 1 O ]
Climbing O [ | ]
Driving [ Cl By m E]
Bendlng/l(neeilng ] 23 1 ] O
Hear;ng N O D D [E
Talking 1 ] D ] @
Visuat 1 L] UJ U X
Typing - S ] L] ]
Fine Dexterity B D L] U
Manual Dexterity ] O 1 2 O
Upper Extremity Repetitive Motion 1 ] D ] >4
Lifting/Carrying Ibs. i Ll Ll ] ]
Pushmg/Pthng Ibs. ] 1 O g1 O]
a e NOW: 9HYSICA!. DEMANDS N/A : _Se_lo_:lom' B .--oc'casion'al L F:eé&ent . Always -
T e e L - {<25%) (25% - 0%). (50%-75%) .| o (>75%)
A_ﬁalysis/ﬂeasoni'ng O ] D O i
Communication/interpretation | ] ] O X
Math/Mental Computat;on : 1 [:] E] Ej
Reading ' £l W U [
Sus‘_galneci Menjte_}t Activity (_i.e. auditing, problem 0] ] ] ]
sclving, grant writing, composing reports)
Writing ) D D D ! X
Other: - ] 1 [:] £l 1
T NA Seldom Occasional  Frequent - : Always L
e EREER “{<25%} {25% - 50%) .- {50% - 75%) {>75%)
Work Alone ] OJ ] X O]
Frequent Task Changes L] [ ] ]
Tedious/Exacting Work ] O ] O
High Volume Public Contact O 1 Cl (]
Dust I:] O O |
“Terperature Extremes L] ] O D D
Loud Noises ] X 1 ] ]
Phyéica% Danger 1 & I:l ] i:j
Toxic Substances (i.e. sclvents, pesticides, etc.) [:l X ] ] 1
Other: { ] 7 ] O 1

WORK SCHEDULE: Please select ali that apply.

Routine shift hours. Infrequent overtime, weekend, or shift rotation.

Considerable irregularity of hours due to frequent overtime, weekend or shift rotation.

Regular and/or frequent on-cali availability.

I =

Nature of work freguently requires irregular, unpredictable or particularly long hours. {l.e. covering double shifts, etc.}
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DEMANDS/DEADLINES: Please select all that apply. .

[ 1] tittle or no stress created by work, employees, or public.

L1 | occasional stress due ta deadiines or workload because of intermittent or cyclical work pressures, or occasional exposure to distressed
individuals within the immediate work environment,

B | High volume and variabte work demands and deadlines impose strain on routine basis or considerable stress intermittently; OR regular
direct contacts with distressed individuals within the immediate work environment; and/or exposure to demands and pressures from
persons other than immediate supervisor. '

T 1 work requires fraquent, substantive contacts with people in highly stressful situations; delicacy and unpredictability of contacts routinely
creates considerable strain or heavy stress regularhy.

1, EDUCATION, EXPERIENCE AND LICENSE

EDUCATION : IR
Please mdlcat@ the MINIMUM eéucat;onai level r@qu;r@d

L1 HS Diploma/GED _

] Associate’s Degree Area of specialization/major:
Bachelor's Degree Area of specialization/major:
{1 Graduate Degree Area of specialization/major:
[} post Graduate Degree (PhD) Area of specialization/major:
[} professional Degree (Law, Medicing, etc.) | Area of specialization/major:
[} Other: Please indicate:

WORK EXPERIENCE

Please indicate the MENIMUM nu mi}er of years of pract:cal expenence requ:r@d

[T Ne experience

1 Less than one year Areals} of expetience:

One to three years Areafs} of experience: contract monitoring, provider relations

] Three to five years | Area(s} of experience:

]:l Five or more years Area(s) of experience:

SUPERVKSORY/MANAGEMENT §XPERIENCE ' : A .
Please indicate the MINIMUM number of years ofsupemsory/ma nagement experlence requlred

¢ Noexperience

E:] tess than one year Area(s) of experience:

[ ] Oneto three years Area(s) of experience:

L] three to five years Area(s) of experience:

I ] Five or more years Areofs) of experience:

LICENSE/CERTIFICATION:

What license(s), certification/certificate(s), registration(s}, or other regulatory réquireménts/training: .

). ADDITIONAL COMIMENTS

Please list additional items not covered in this questionnaire that you feel would be helpfulin un_derstan_dir_)_g the job.

Must act in a confidential, discretionary and ethical manner in order to maintain MCO Operations, Fiscal and Administrative program integrity.
This poskion requires compliance with Section 9.03{1) County General Ordinances because job duties include the responsibility for writing
specifications, and/or contain decision making capacity relating to the amanding or execution of purchase contracts on behalf of the County
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K. SIGNATURES:

SUPERVESQR S/MANAGER’S CONF!RMA‘HON S S R
I have compieted and/or reviewed the contents of this jOb eva!uatzcn quest:onnaire and consent to ItS accuracy

Supervisor/Manager Signature: Date:

Department/Division Head y:\ﬂ{ri\ g f"“—; m) ~ Date: @ !/ ( q \L {

Email the completed form to: HRCompensaMmetiwcntv com. Please ensure the subject line inciudes the request
type and Department (High Org.} number. {l.e. 2013 STUDY 1140)

Received by Human Resources - Compensation Department Initiais: Date:
Analyzed by Human Resources - Compensation Department Initials: Date:
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