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 Class Specification 
 for the Class: 
 
 HEALTH CARE FINANCING (TPL) ASSISTANT
 (HEALTH CARE FINCG (TPL) ASST) 
 
 
Duties Summary: 
 
 Provides technical support for the Health Care Financing 
Third Party Liability (TPL) program; explains its policies, 
guidelines and procedures to recipients, personnel of insurance 
companies, and other concerned parties; and performs other related 
duties as assigned. 
 
Distinguishing Characteristics: 
 
 This class reflects responsibility for providing technical 
support and assistance to the Health Care Financing Third Party 
Liability Program Specialist, by assisting in the review of 
pertinent State and federal health care regulations and in 
accordance with such regulations recommending new TPL guidelines 
and procedures or changes to existing TPL guidelines and 
procedures by preparing drafts for review by management; 
disseminating information and providing clarification on TPL 
program policies, guidelines and procedures to eligibility 
workers, Medicaid Claims (TPL) Recovery Clerks and others; 
gathering information and data from various sources in order to 
respond to inquiries, draft guidelines and procedures, and to 
assist the Medicaid Claims (TPL) Recovery Clerks in processing the 
most complex TPL cases; and monitoring subsystems (e.g., cost 
avoidance, benefit recovery) by keeping statistics, conducting 
sample audits or reviewing claims rejected by the computer. 
 
 The kinds of TPL cases which are referred to positions in 
this class are those which have no specific rules, regulations or 
guidelines to follow, when there are so many variables in a case 
in a combination never encountered before, or there are no 
precedent cases to refer to.  Inquiries or cases which are 
controversial and/or which are subject to conflicting/varied 
interpretation of regulations are referred to the Program 
Specialist. 
 
 Positions in this class have regular contact with others 
within and outside the department in which tact is required and 
the employee assumes responsibility for harmonious relationships. 
 In addition, a position in this class must exercise discretion in 
releasing information without adversely affecting the recipient's 
legal proceedings. 
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 The work is performed under general supervision and in 
accordance with State and federal program regulations and 
directives and other general policy and procedural guidelines and 
precedents. 
 
Examples of Duties: 
 
 Reviews State/federal regulations pertaining to third party 
liability and Medicaid program policies and procedures; prepares 
drafts of new, or changes to existing, third party liability 
procedures and guidelines for review by management; disseminates 
information and provides clarification regarding the third party 
liability program concepts, policies, guidelines and procedures to 
eligibility workers and other interested parties; reviews 
inquiries, gathers information and data from various sources and 
drafts responses to inquiries concerning the third party liability 
program; drafts form letters and other third party liability forms 
to facilitate recoveries; gathers information and data and reviews 
cases which are referred by the Medicaid Claims (TPL) Recovery 
Clerks and recommends disposition; conducts studies or surveys by 
referring to computer printouts, responses to inquiries, etc.; 
monitors the Benefit Recovery and Cost Avoidance subsystems of the 
third party liability program by keeping statistics, conducting 
sample audits, reviewing claims rejected by the computer, etc., to 
determine effectiveness of the program; coordinates with the 
fiscal intermediary necessary enhancements of the system to 
facilitate recoveries; assists the federal government in the 
auditing of the program; works with other agencies in setting up 
and maintaining an information exchange system on Medicaid 
recipients; recommends the waiver of the claims filing deadline; 
may coordinate mailing of quarterly third party liability accident 
letters to recipients and distributes copies of the same letters 
to eligibility workers; responds to telephone and written 
inquiries concerning the third party liability program; may attend 
meetings and training sessions; may represent the third party 
liability program at various functions as directed; may review new 
and existing health insurance plans by communicating with 
pertinent insurance companies and updating the third party 
liability benefit matrix. 
 
Knowledge and Abilities Required: 
 
 Knowledge of:  Oral and written communication; arithmetic; 
general knowledge of health insurance programs and terminology 
including the various services offered by various health insurance 
companies, what is involved/included in that service and the 
terminology used; principles and practices of claims processing, 
adjusting and settlement; cost containment including reimbursement 
and recovery practices and procedures; policies and procedures of 
the third party liability recovery process; State and federal 
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statutes, rules and regulations pertaining to third party 
liability; letter and report writing. 
 
 Ability to:  Read, comprehend and interpret complex written 
materials such as laws, rules and regulations, etc.; review 
materials, make valid comparisons and arrive at sound conclusions 
and recommendations; make basic arithmetic computations including 
percentages and averages; communicate effectively both orally and 
in writing; develop and maintain effective working relationships 
with others; speak effectively with individuals and groups of 
people. 
 
------------------------------------------------------------------ 
 
 This is the first specification for the new class HEALTH CARE 
FINANCING (TPL) ASSISTANT (HEALTH CARE FINCG (TPL) ASST). 
 
 
 
Effective Date:  June 26, 1989 
 
 
 
 
DATE APPROVED: 6/27/89 Diana H. Kaapu 

  for  ALFRED C. LARDIZABAL 
Director of Personnel Services 
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