Position:

340B Specialist

Position Summary
Under the direction of the Director of Finance, performs basic functions of the 340B program including
the day to day management, compliance review, and operations of the 340B program including; clinic
administered medications in eligible locations, outpatient prescriptions filled by a contract 340B
Pharmacy, capture 340B referral claims by "closing the loop" on the referral process.
Position Accountabilities
1. Responsible for partnering with covered entities to identify and capture 340B referral claims by
"closing the loop" on the referral process.
2. Direct communication with Covered Entities and other Physician offices to gather the needed
information.
3. Identify eligible claims using covered entity's requirements.
4. Gather and store documentation in EHR to support eligibility.
5. Working inside TPA software to mark claims as 340B eligible.
6. Be involved in any and all 340B Program audits.
7. Perform audits on a scheduled basis; may involve presenting and resolving reconciliation
issues as they arise during the monitoring and reconciliation process.
8. Ensure compliance with 340B Program requirements for qualified patients, drugs, and
locations.
9. Monitor and audit state Medicaid claims to ensure compliance to prevent potential duplicate
discount rebates.
10. Using Excel or a comparable data management program, filter out non-eligible transactions,
including, but not limited to, drugs used to treat patients during inpatient care, Medicaid
patients, drugs provided free by manufacturers, those provided at non-eligible locations, or
prescriptions written by non-eligible providers.
11. Evaluate patient eligibility for qualified and non-qualified patients in mixed-use areas and clinics
by reviewing patient medical records, insurance plans, and, if applicable, hospital status.
12. Assess opportunities for cost savings and system improvements to yield higher compliance.
13. Evaluate and communicate cost savings opportunities.
14. Work with supervisor to develop and maintain reports that can be used to educate staff and
assist management in tracking the overall financial impact to the organization. Build other
reports, as appropriate, to monitor and improve 340B Program compliance and
performance.
15. Maintain copies of reports for compliance and audit purposes.
16. Update 340B Program reporting packages detailing volume, financial value, and other
reporting metrics as needed.
17. Use provided tools to monitor prescription data, patient data, hospital data, payer data, site
of care, and, if required, ICD-10 codes. Summarize and report results to the appropriate
individuals.
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18. Monitor, report, and analyze contract pharmacy 340B activities; provide financial reports
covered entities relative to financial impact and liabilities; make recommendations that
would improve efficiency.
19. Perform covered entity-specific gross financial analysis and make recommendations to
improve program performance. Track financial impact over time, identify root causes of
adverse trends, and make recommendations to improve the program’s financial stability.
20. Review and refine monthly 340B cost savings reports detailing purchasing and replacement
practices, as well as dispensing patterns.
21. Develop a thorough understanding of the split-billing/third party administrator systems and the
functions to be performed.
22. Will adhere to established safety practices and standards.
23. Perform other related duties as assigned.
Minimum Qualifications
1.
2.
3.
4.
5.
6.

High school diploma or equivalent required.
Minimum one-year experience in similar position.
Medical Assistant or Pharmacy Technician certification preferred.
Ability to maintain effective working relationships with all employees and department needs.
Ability to communicate clearly and concisely orally and in writing.
Must be self initiate and adaptable with ability to communicate to variety to staff members and
the public.
7. Must have an attention to detail.
Required Skills
1. Must have basic understanding of computers.
2. Must have basic understanding of Windows, Microsoft Word and Microsoft Excel. Advanced
knowledge of Excel is preferred.
3. Referral handling experience is required.
4. Knowledge of electronic medical records is preferred.
5. Must be willing to use personal vehicle in the course of employment.
6. Must be willing to do inter and intra state travel as needed.
7. Must be able to meet deadlines.
To Apply
Completed HMS Employment Application may be emailed to jobs@hmsnm.org or
Dropped off or mailed:
1105 N. Pope St. Ste. C, Silver City, NM 88061
Or 530 De Moss Street, Lordsburg, NM 88045
For more information call 575-534-0788
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