DISTRICT THREE GOVERNMENTAL COOPERATIVE

JOB DESCRIPTION
JOB TITLE:

VICAP / Senior Medicare Patrol Coordinator
JOB SUMMARY:
Under the immediate supervision of the Community Services 
Director the VICAP Counselor/SMP Coordinator is responsible for                                    information and counseling to Medicare beneficiaries and providing                                  assistance with the application process when applying for Low                                         Income Subsidy and the Medicare Savings Program. Senior                                            Medicare Patrol (SMP) empowers and assists Medicare 



           beneficiaries, their families, and caregivers to prevent, detect, and 


           report health care fraud.
The VICAP Counselor/SMP Coordinator is also responsible   for                                       some clerical functions such as monthly reporting, typing and filing                                  in the Central Office. 
JOB DUTIES:
1. Provide information that may assist consumers in obtaining benefits and filing claims under Medicare and Medicaid. Medicare Part D assistance will also be provided.

2. Informing beneficiaries about Low Income Subsidy and the Medicare Savings Program and assistance with the applications process.

3. Provide information and counseling on Medicare supplemental policies.
4. Assist Medicare Beneficiaries and Adults with disabilities in applying for public benefits.
5. Provide information and counseling on long-term care policies and other insurance that may be available, i.e. Veterans benefits (Tri-care), Federal Employee Retiree Benefits, and other employee retirement insurance that may be available.

6. Informing beneficiaries about Medicare Wellness and Preventive benefits, and Medicare Fraud.

7. Must report all accidents, incidents, safety hazards or unsafe 

8. conditions to the Financial Division Director.

9. Attend all training sessions and meetings and perform other duties

10. as may be assigned by the supervisor

11. Completion of paperwork and monthly reporting in a timely manner
Job Qualifications:  The VICAP/SMP Coordinator shall have received an associate’s degree in Human Services or related field or have five years’ experience working with Medicare.  Experience working with the elderly and adults with disabilities preferred.  Must have valid driver’s license.  
VICAP / SMP Coordinator Job Description CONTINUED….

The worker must be able to:

· learn and understand routine tasks 

· follow routine instructions 

· adapt to changes

· remain alert at all times

· learn complex skills 

· solve problems

· deal with multiple issues simultaneously

· operate computer equipment

· communicate effectively with the public

· see well enough to read and perform routine activities of daily living

· see well enough to operate a motor vehicle 

· hear minimally 

· sit in one position for up to _4__ hours

· bend at the knees _x__ occasionally ___frequently

· bend at the waist _x__ occasionally ___frequently

· work at a moderate pace with some rest

· maintain good balance

· drive a vehicle

· speak audibly and understandably

