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Source A — Position Description (Excerpt for Classroom Use)

Position title

Supervisory Health System Specialist

Organizational title

Primary Care Service Line Manager

Series, grade, pay plan

GS-0671-13 (full performance level of the position)

Organization

Aspen Pass Army Medical Center — Primary Care Service Line

Supervisor

COL Marcus Hale, MC, Chief, Primary Care Service Line

PD number

APMC-0671-13-042

Last classified

21 September 2015

This document is fictionalized from a published federal position description solely for an Al-in-healthcare classroom exercise.
Names, organization, facility, PD number, and agency-specific references have been changed.

The Primary Care Service Line Manager has full responsibility for a wide range of administrative functions relating to the Primary
Care Service Line. The incumbent is expected to have broad knowledge of healthcare management systems and principles
relating to these areas. The Primary Care Service Line Manager has responsibility for input in decision making and implementing

decisions affecting the Service.

The incumbent is a senior administrator responsible for providing input for strategic planning and direction, budgetary oversight
and the administrative management structure to support a comprehensive patient care delivery system within the Primary Care

Service Line.

Supervision and Staffing

The incumbent directs and supervises employees responsible for the administrative support and management of the Primary

Care Service Line. Such employees include:

1.0 GS-0671-12 Health System Specialist

1.0 GS-0341-11 Administrative Officer

1.0 GS-0301-11 Program Specialist (Clinical Operations)

3.0 GS-0303-7 Program Support Assistants

1.0 GS-0679-7 Lead Medical Support Assistant

6.0 GS-0679-6 and GS-0679-5 Advanced Medical Support Assistants
1.0 GS-0640-4 Medical Support Aid

2.0 GS-0640-4 Patient Escorts

Resource Management

Manage Service Line resource allocation and utilization, and set priorities with the Service Chief for support staff,
services, supplies, and equipment.

Prepare and review budget estimates for fund control points and negotiate funding levels with management officials.
Establish and monitor performance measures for service quality, access, productivity, and cost effectiveness.

Oversee Service Line acquisitions and contracts, serve on technical evaluation panels, and act as Contracting Officer's
Representative (COR).

Analysis and Planning

Work with the Service Chief on long- and short-term strategic planning that integrates resource, readiness, and access
requirements.

Collect, monitor, and analyze administrative and non-clinical operational data across the Service Line.

Identify and recommend ways to combine, eliminate, simplify, or improve Service Line processes.

Design the administrative structure supporting new program initiatives and develop supporting data for business case
proposals.

Human Resource Development

Manage recruitment, orientation, and retention of support staff to meet Service Line staffing levels.
Conduct performance management and recommend action on promotions, leave, awards, and discipline.
Plan and oversee the annual training plan and career development programs for Service Line staff.
Serve as primary liaison with labor organizations and bargaining units.

Information Management

Facilitate medical record and information-management practices meeting DHA and Joint Commission standards.
Oversee workload input and data validation, and monitor access, continuity, referral, enrollment, and productivity data.
Manage the operational impact of MHS GENESIS, appointment and referral systems, and Service Line dashboards.

Communications

Develop and maintain relations with other military treatment facilities, community providers, teaching affiliates, and
beneficiary organizations.

Represent the Service Chief in facility meetings and public engagements.

Develop, implement, and monitor a Service Line patient satisfaction program and take corrective action as needed.
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Risk Management and Quality Improvement

e Coordinate Service Line efforts to identify, evaluate, and reduce risk to patients, staff, and visitors.

e Lead internal system reviews and corrective action to maintain compliance with accreditation and regulatory standards.

e Build team-based quality improvement plans with defined goals, performance measures, and process-improvement
methods.

Skills and knowledge required (as written)

Captures data and uses spreadsheets and graphical software to organize and display it.

Prepares recurring workload and productivity reports from the data warehouse.

Maintains medical records management and paper filing practices.

Provides initial and ongoing applications training to Service Line staff.

Supports cost and workload mapping and data-validation efforts.

Uses database management and decision-support applications to pull data from disparate sources.

Classification Summary (as classified 2015)

General Schedule (FES) factors Level Points
1. Knowledge Required by the Position 1-7 1250
2. Supervisory Controls 2-4 450

3. Guidelines 3-4 450

4. Complexity 4-4 225

5. Scope and Effect 5-4 225

6. & 7. Personal / Purpose of Contacts 6-2/7-c 180

8. Physical Demands 8-1 5

9. Work Environment 9-1 5
Total — range 2755-3150 (GS-12) 2790
Supervisory (GSSG) factors Level Points
1. Program Scope and Effect 1-3 350

2. Organizational Setting 2-1 100

3. Supervisory and Managerial Authority 3-4a 900
4a. Nature of Contacts 4a-2 50

4b. Purpose of Contacts 4b-3 100

5. Difficulty of Work Supervised 5-5 650

6. Other Conditions 6-4b 1120
Total — range 3155-3600 (GS-13) 3270
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