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Keeping Adults Connected
to Their Communities.

Since 1953,




JOB ANNOUNCEMENT
Job Description:
System Analyst
Responsible To:
Executive Director

Responsible For:
Billing Assistant, Receptionists

______________________________________________________________________
POSITION OVERVIEW:


Under the direction of the Executive Director, the System Analyst will inventory, plan, organize, and implement administrative and technical systems for the entire agency, with a focus and priority given to the mental health programs.  The System Analyst will focus on implementation of systems for mental health program administration (charting, billing, statistics/demographics information, outcomes data collection and management, privacy/security of protected health information, and more). 

POSTION RESPONSIBILITIES (ESSENTIAL FUNCTIONS)
1. Inventory, create, organize, and implement administrative system for collecting, analyzing, reporting, and ensuring integrity of client/program/agency information for statistical, demographic, and outcomes information for all mental health clients.  Ensure system is efficient, does not duplicate, and is able to query data on an individual, program, and system (agency level).

2. Create chart administration system to ensure uniformity of medical records, security of records, and completeness, accuracy, timeliness, and integrity of all information in the medical record.

3. Conduct initial, ongoing, and annual training on mental health administration for new and ongoing staff and programs.  Training will include charting best practices, new regulations, privacy standards, general computer training, etc.
4. Act as the Agency privacy officer and implement HIPAA regulatory and best practices.

5. Administratively manage URC/QA procedures for agency.  Develop an administrative site audit for each program internally.

6. Collaboratively develop outcomes management system and collection.

7. Coordinate the assurance of meeting all regulatory standards including Medi-Cal (DMH/County BHCS), HIPAA, CARF, CCL, etc.

                  General Administration

8. Manage receptionists and general administration for agency.  Create an efficient environment of administrative services.

9. Manage the IT function for the Agency.  Manage IT contract with vendors, ensure cost effective and current IT systems.  Manage shared file environment and continue the implementation of the Intranet.  Consolidate shared drive and intranet.  Work towards electronic client record environment.  Represent agency in County conversion project.

10. Staff Quality Improvement Committee and other meetings as delegated by the Executive Director.
11. Other duties as assigned.

QUALIFICATIONS:
1. BA or higher in business or social services discipline.

2. 3 years progressively responsible experience in administrative services.

3. Supervisory experience required.

4. Mental health and/or social services agency experience required.

5. Preference given to consumers of the mental health system either self or family member.

6. Demonstrated proficiency in Microsoft Office, ability to type 60WPM.
COMPENSATION:
Wage: Commensurate with background and experience. Benefits include 10 days paid annual leave, 12 days sick leave, 10 paid holidays, 2.5 days personal leave, fully paid health, dental, vision, life insurance and voluntary optional 403(b) salary deferral retirement plan. This is a full time (37.5 hours/week) position.


APPLICATION: Please mail, FAX or e-mail cover letter and resume to: 




BAY AREA COMMUNITY SERVICES

Attn: Human Resources, 

1814 Franklin Street 4th floor.

Oakland, CA 94612


Fax:  510-569-4589          


e-mail:  bacshr@bayareacs.org
Bay Area Community Services is an Equal Opportunity Employer.

Candidates with bi-lingual and/or bi-cultural capabilities are encouraged to apply. 
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