Patient Access Representative Skills Matrix
11-08-08

Based on content currently found in: PAR ACAP; Job

Descriptions for PAR I, II, and III from Seton; Current Seton PAR 

Training Schedule; and National Association of Healthcare

Access Management Training Manual and CHAA 

Examination Content Outline

	
	Seton Job Descriptions
	ACC
	Seton
	NAHAM

	Required Skills and Knowledge
	PAR I
	PAR II
	PAR III
	ACAP
	PAR Training Schedule
	CHAA Training Manual
	CHAA Exam Outline

	General Hospital Orientation
	
	
	
	
	X
	
	

	UNIT 1: HEALTHCARE ORGANIZATION
	
	
	
	
	
	
	

	Name & give purpose for applicable agencies and government regulations (JCAHO, HIPAA, CMS)
	
	
	
	
	
	X
	

	Determine basic goals & structure of the healthcare organization/RC departments/health care team/team work
	
	
	
	X
	
	
	

	Maintain patient confidentiality
	
	
	
	X
	
	X
	X

	Comprehend key Revenue Center terms
	
	
	
	
	X
	
	

	Apply fundamentals of records management and documentation

(Advance Directives)
	
	
	
	
	
	X
	X

	Comprehend and utilize appropriate medical terminology
	
	
	
	X
	
	
	

	UNIT 2: GENERAL OFFICE SKILLS
	
	
	
	
	
	
	

	Utilize KnowledgeBase (???), Clinical Invision, and ActiveDASHBOARD compluter applications
	
	
	
	
	X
	
	

	Apply appropriate computer applications
	X
	X
	X
	X
	X
	X
	

	Apply other technologies to communicate and share information (phones, voice mail, transfer, copiers, credit card readers, label makers, etc.)
	
	
	
	X
	X
	X
	

	UNIT 3: CUSTOMER SERVICE
	
	
	
	
	
	
	

	Apply fundamentals of the Patients’ Bill of Rights & Responsibilities
	
	
	
	
	
	
	X

	Demonstrate professional appearance and conduct that represents the healthcare organization
	
	
	
	X
	
	X
	

	Utilize effective professional, age-appropriate communication/listening skills to patients and all members of the healthcare team
	X
	X
	X
	X
	X
	X
	X

	Provide “wayfinding” information to patients, families, and patient representatives
	
	
	
	X
	
	
	X

	Speak and understand basic medical and financial terms in Spanish
	
	
	
	
	
	
	

	UNIT 4: PRE-REGISTRATION/REGISTRATION
	
	
	
	
	
	
	

	Obtain pre-registration information for in-patient and out-patient services 
	X
	X
	X
	X
	X
	X
	X

	Capture all data elements necessary for accurate billing (coding and billing)
	X
	X
	X
	
	X
	X
	X

	Complete all computer applications and paper forms for pre-registration/registration process
	X
	X
	X
	X
	X
	X
	X

	Schedule patient services, including hospital admissions and out-patient procedures
	
	
	
	
	
	
	X

	Apply provisions of EMTALA
	
	
	
	X
	
	
	

	UNIT 5: FINANCIAL SCREENING
	
	
	
	
	
	
	

	Interpret insurance terminology
	X
	X
	X
	X
	X
	X
	X

	Verify patient insurance coverage, including prior authorizations
	X
	X
	X
	X
	X
	X
	X

	Educate patient or patient representative regarding financial obligations/payment options
	X
	X
	X
	X
	X
	X
	X

	Apply principles of “medical necessity” and ABNs
	X
	X
	X
	X
	X
	X
	X

	Calculate Federal Poverty Income Level
	
	
	
	X
	X
	
	

	UNIT 6: SAFETY
	
	
	
	
	
	
	

	Apply principles of safe body mechanics 
	
	
	
	
	
	
	

	Safely transport patients in wheelchairs
	
	
	
	
	
	
	

	Utilize basic infection control procedures
	
	
	
	
	
	
	

	UNIT 7: COLLECTIONS
	
	
	
	
	
	
	

	Demonstrate a working knowledge of the discharge process
	
	
	
	
	
	X
	X

	Determine charges
	
	
	
	X
	
	
	

	Apply fundamentals of cash/valuables handling & check processing
	X
	X
	X
	
	
	
	

	Ensure effective documentation of services
	
	
	
	X
	
	
	X

	UNIT 8: CORPORATE & PERSONAL DEVELOPMENT
	
	
	
	
	
	
	

	Adhere to standards of ethical conduct
	X
	X
	X
	X
	
	
	

	Preserve and protect assets of the healthcare organization
	X
	X
	X
	X
	
	
	

	Participate in continuous quality improvement
	
	
	
	X
	X
	X
	X

	Promote individual professional growth and development
	X
	X
	X
	
	X
	X
	X


