
 
 
Job Title: Access Manager 
 
Access to Patient/Family Information: Access to all patient and family information as it relates to the provision of care 
 
Access to Employee Health Information: Access to personal health information and to relevant health information of 
those that he/she supervises as it relates to their ability to provide patient care. 
 
Reports to: Director of Clinical Services and Director of Operations 
 
Expectation of Employee:  

 Adhere to CareFirst Policies and Procedures 

 Interacts in a positive manner 

 Promotes Mission and Vision Statement of CareFirst 

 Actively participates in promotion of CareFirst 

 Attends CareFirst Memorial Service yearly 

 Keeps all necessary skills current 

 Understands the financial concerns of CareFirst and contributes to the fiscal integrity of the organization  

 Regularly identifies opportunities for self and organizational improvement 

 Checks CareFirst email (Outlook) and Communicator (if applicable) each day worked 

 Meets all metrics as established by supervisor 
 
Essential Duties and Responsibilities: 

 Manages and supports department staff, providing guidance, supervision, leadership, feedback, and ongoing 
opportunities for support and development  

 Possess knowledge state and federal regulations relating to hospice and palliative care 

 Develops strong, healthy working relations with local providers including physicians, case managers, nursing 
facility staff, social workers, discharge planners, and other providers as appropriate. 

 Works with physicians, their offices, discharge planners, facilities, etc. to facilitate effective care transitions and 
admission process, and collaborates effectively when admission cannot happen for any reason  

 Educates the community on CareFirst services, referral process, and eligibility criteria  

 Maintains knowledge on payer guidelines including Medicare, Medicaid and private insurances 

 Tracks and trends statistics on referrals and admissions as directed by supervisor; works with both internal and 
external teams with leveraging the use of KPIs, process measures, and performance outcomes 

 Actively facilitates conversion of referrals to admissions through collaboration with department staff, admitting 
RN’s, community providers, other leadership team members, and any other appropriate parties  

 Participates in team meetings to review referrals, admissions, and non-admissions 

 Take inquiry and referrals calls in an engaging, accurate, and professional manner as needed 

 Completes all required information to accurately enter referrals into EMR, collect required records, and 
document progression of referral 

 Oversees and coordinates department to ensure that all required documentation and coding is accurate and 
appropriate based on regulation, agency policy, and best practice 

 Whenever possible obtain approval from Medical Director or Hospice Physician based on information gathered 
prior to admission (appropriateness will be confirmed by admission RN) 

 Actively works to continue improvement of the referral process to improve patient, provider, and staff 
experience 



 Interface with QAPI committees to identify trends and areas for potential improvement with regard to referral 
sources and areas that may require additional attention. Develop PIP if needed. 

 Provides guidance and oversight to the department assuring accurate completion of all tasks from taking a 
referral through admission  

 Participates in staff development 

 Share in supervisor on-call rotation 

 Reports and responds to complaints per agency policy 

 Participates in orientation of new staff by mentorship as assigned  

 Other duties as assigned by supervisor 
 
Qualifications: 
Clinical discipline (RN, LMSW, BSW, SCC, LPN, or other clinical discipline) required, licensed or advanced certification 
preferred.  Minimum of 5 years of clinical experience; minimum of 1yr hospice experience strongly preferred.   
 
Current physical assessment skills. Computer Skills. 
 
Additional Duties and Responsibilities: 

 Demonstrate compassionate behavior 

 Exceptional communication skills/counseling skills to communicate effectively with patients, families and co-
workers 

 Completes all necessary documentation to ensure adequate patient care 

 Works well as part of the interdisciplinary team 

 Able to plan activities, including therapeutic treatments, and carry them through effectively 

 Positive attitude about working with families of diverse cultural and religious backgrounds 

 Use of universal precautions 

 Able to cope with stress of continual losses 

 Works confidently within a group 

 Basic knowledge of Nutrition 

 Ability to communicate effectively with patients, families, and coworkers 
 
Confidentiality Agreement 
I shall respect the privacy concerns of the people we serve, and I shall hold in confidence all information obtained in the 
course of professional service, whether that information is obtained through written records or daily interaction with 
the person. 
I shall store or dispose of professional records in ways that maintain confidentiality.   
I shall possess a professional attitude which upholds confidentiality towards the people we serve, colleagues, applicants 
and any sensitive situations arising within the agency. 
I, upon termination, shall maintain client and co-worker confidentiality and I shall hold confidential any information 
about sensitive situations within the agency. 
I understand that violation of this confidentiality statement may be grounds for immediate dismissal. 
 
  
Staff Please Print        Date 
 
  
Staff Signature         Date 
 
  
Supervisor Signature        Date 


