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Position Summary: With minimal guidance, performs quarterly reconciliation of data between Department’s Health and Insurance Complaint System (HICS), health plans and employers, serving as contact for health plans for Full File Compare (FFC) requests. Serve as user contact for ETF staff for HICS system updates and/or HICS systematic problems.   Complete HICS file reads as requested.  Specific tasks and the estimated time allocation are as follows:

65% 
A:
Perform quarterly reconciliation of health insurance data between HICS, health plans, and employers. 

A.1
Generate exception reports to identify discrepancies between HICS, health plans and employers. 

A.2
Determine source of error, research and resolve discrepancy as appropriate, applying eligibility requirements based on statutory and/or contractual requirements.

A.3
Update HICS, as necessary, to reflect resolution of discrepancy. 

A.4
Coordinate with PBM validation/exception staff where discrepancies affect both FFC and PBM processes.

A.5
Serve as health plan contact for problems resulting from FFC.

A.6
Coordinate with Benefit Payments regarding completion of FFC for annuitant coverage.

25%
B:
Provide user services in respect to development and operational issues for HICS.

B.1
Serve as contact for ETF staff regarding HICS systematic problems

B.2
Develop test plans and conduct user testing for new development and/or maintenance to HICS, as identified in the detailed or conceptual design documents. 

B.3
Provide training to user and technical staff on HICS functionality.

10%
C:
Complete other related and associated duties as required, including assignments from supervisors.

C. 1
Conduct file reads as requested on an ad hoc basis to ensure data integrity of HICS. 

C.2
Prepare statistical and other management information as required.

