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Health Care Navigator 
Job Description
Reports to: Community Services Director
Employment Classification: Non-Exempt





Updated: March 2022
JOB SUMMARY:  The Health Care Navigator (HCN) provides outreach, enrollment, and retention services to families and individuals eligible for government sponsored insurance programs.   The HCN is responsible for meeting projected enrollment goals, coordinate outreach and enrollment efforts by working collaboratively with other staff, member clinics and community-based organizations.  The HCN will work independently and have the ability to network and self-generate leads. 
Essential Job Functions:  
	· Assists applicants so as to facilitate accurate completion of application(s) and successful enrollment/re-enrollment into government sponsored public (Medicaid) and private health insurance programs.

	· Actively encourages and enrolls new members by meeting program standards for application completion.

	· Provides follow up on all pending applications to ensure enrollment process is complete.
· Supply information in a fair and impartial manner which is culturally and linguistically appropriate, and disability accessible, for those using the Exchange, including individuals with limited English proficiency. 

	· Develops and maintains a database of healthcare and other enabling services available with data collection on availability and eligibility requirements for patient and client information.
· Ability to travel to work sites and conduct home visits if necessary.  

· Ability to work evening and weekend hours.

	· Participates in planning discussions and meetings.  Assists in developing tactical plans to support outreach and enrollment goals.

	· Participates in outreach and community events, as needed.

	· Prepares and submits daily/weekly productivity reports.

	· All other duties and responsibilities as requested by Director and/or Executive Director.



Supervisory Responsibilities:

This position does not have any supervisory responsibilities.  
Qualification Standards:  
The Health Care Navigator must meet the following minimum qualifications:

· High School Diploma/GED with 2 years of HCN experience, or an Associates’ degree in related healthcare field with experience in benefits administration and experience in the healthcare and/or insurance industry preferred.
· Attend the NYS Department of Health training program and be certified upon completion.

· Knowledge of eligibility requirements and application process of all government sponsored health insurance programs.

· Experience with state or local grants.

· Demonstrated organization, work management, and group process skills, ability to take initiative to identify and propose new tasks and procedures.

· Ability to relate to all socio-economical segments of the community.

· Ability to establish and maintain working relationships with a diverse group of staff, public and professionals.
· Ability to recognize and understand the causes of poverty and the conditional and environmental effects of poverty.
· Ability to manage time and prioritize tasks.

· Ability to proofread and edit for accuracy, punctuation, grammar, spelling, and clarity.

· Communication skills and the ability to work independently and collaboratively as needed.

· Excellent customer service skills and have the ability to understand and exceed customer expectations while demonstrating the highest standards of care, respect, and confidentiality.

· Must have reliable transportation and a clean and valid NYS driver’s license.
Equipment, Machines and Software Used: 

· Basic computer skills that include the ability to send/receive email messages, post information to a database or spreadsheet, and perform basic word processing, bookkeeping, and/or data entry.  
· Experience navigating the web, connecting to the internet, using Wi-Fi.

· Ability to use software programs such as Microsoft Office and Adobe pdf files preferred.
· General office equipment is used such as a computer, printer, photocopier, telephone, fax machine, scanner, and calculator.
Physical and Mental Requirements:
· Moderate mental and visual attention that requires frequent decisions, and the ability to analyze and determine appropriate course of actions to take.  
· Constantly sits, talks, hears and uses repetitive motion of hands or wrists; frequently walks and occasionally pushes pulls and reaches with arms and/or hands, fingers grasps, feels or handles materials; crouches, bends or kneels and/or climb stairs. 
· Regular lifting of up to 10 pounds and occasional lifting of up to 25 pounds is expected.  
Environmental Conditions:
Typically works inside in an office environment where there is heat and protection from weather conditions.
Employer’s Disclaimer:
· All requirements are subject to possible modification to reasonably accommodate individuals 
with disabilities.

· This job description in no way states or implies that these are the only duties to be performed 
by the employee occupying this position.  Employees will be required to follow any other 
job-related instructions and to perform any other job-related duties requested by their 
supervisor.  Furthermore, the company reserves the right to add to or revise an employee's 
job duties at any time at its sole discretion.

· This document does not create an employment contract, implied or otherwise, other than an 
“at will” employment relationship. 
	I acknowledge that I have received and read the Job Description.

	Employee’s Signature:
	

	Date:
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