
Our innovative and growing company is searching for experienced candidates for
the position of medical staff. Please review the list of responsibilities and
qualifications. While this is our ideal list, we will consider candidates that do not
necessarily have all of the qualifications, but have sufficient experience and talent.

Responsibilities for medical staff

Arrange various meetings which include the preparation and distribution of
agendas/discussion material, room accommodations, food if provided and
room set-up
Record of minutes
Maintain Medical Staff credentialing files with filing, purging, and creation of
new files maintenance of archived files
Assist with scheduling preparation, maintenance and distribution of
physicians Coverage list and call schedule of the Emergency department
Coordinate, complete, and maintain the primary source verification and
confidential research required for credentialing licensed healthcare
practitioners for the medical staff
Coordinate data collection to maintain an accurate database for hospital use,
and to gather information as required in order to maintain a current record of
all practitioners
Coordinate review and revision of departmental policies and procedures on
an ongoing basis as it relates to standardization between Medical Staff
Services offices
Serve as a resource for interpretation and adherence to the Medial Staff
Bylaws, Rules & Regulations
Provide information required by the governing body for their review of
medical staff activities
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The incumbent must ensure a high level of accuracy and productivity in
performing the work while being subjected to frequent questions or
interruptions
One to two years experience in a medical staff office preferred
Cooperative working skills, leadership skills, and interpersonal skills, and the
ability to deal tactfully and courteously with the general public, medical and
professional staff, regulators, and fellow employees
Strong computer skills using databases, Microsoft Office Suite
Processes requests for additional privileges and changes in status
Certified Professional Medical Services Management (CPMSM) or Certified
Provider Credentialing Specialist (CPCS)


