
 

Positions: 

Reports To: 

Program: 

Department: 

Salary: 

Status: 

Probation: 

Benefits: 

Credentialing Coordinator 

Quality Manager 

Compliance and Quality Management 

Health and Mental Health Services 

DOE 

Temp 

n/a 

n/a 

 

 

JOB SUMMARY: Under the direction of the Quality Manager, the Credentialing Coordinator is responsible for handling the 

credentialing process for staff and contract clinicians. 

 

ESSENTIAL FUNCTIONS: 

1) Ensure that all medical and mental health clinicians are appropriately credentialed, this includes but is not limited to, hospitals, 

health plans and any regulatory agency that may require certification; 

2) Responsible for management of all HMHS confidential central files for clinical personnel, including ensuring that all medical 

staff licenses are accurate and up to date, as well as NPI, Medicare and Med-Cal numbers for all providers; 

3) Responsible for management of the application process for providers for Medicare, Medicaid and private health insurance; 

4) Assemble and provide application packets to physicians, independent and dependent health practitioners and review applications 

for accuracy and completeness; 

5) Apply credentialing standards and techniques to process initial requests for medical staff privileges, additional privileges, and 

staff status changes by verifying data with primary source; 

6) Track and document all mailed applications, including return date, and date Board accepts/rejects application;  

7) Monitor re-credentialing expiration dates, verify provider status, prepare re-credentialing packets and submit re-credentialing 

applications; 

8) Coordinate the development and implementation of credentialing policies and procedures; 

9) Communicate with outside entities to acquire primary source data necessary for credentialing; 

10) Collect and maintain an accurate practitioner database; 

11) Assist the Quality Manager with other duties as assigned. 

 

JOB QUALIFICATIONS AND EXPERIENCE: 

1) Knowledge of or experience working with the LGBTQ community and familiarity with issues of particular relevance to LGBTQ 

people; 

2) A passion for the Center’s work and its mission to make the world a better place for LGBTQ people; 

3) Direct credentialing experience necessary; 

4) At least 3 years’ experience of credentialing/contracting with multiple health plans, including and not limited to, Medi-cal, 

Medicare, DMH and other third-party payers; 

5) Some experience with managed care plans, including capitated plans and carve outs; 

6) Ability to exercise initiative, independent judgment, respond in a timely manner to multiple requests and meet strict guidelines; 

7) Strong organizational, analytical, follow-up and problem solving skills; 

8) Able to function independently with minimal supervision, yet able to work effective in a team environment;  

9) Strong customer service and administrative skills required; 

10) Strong computer knowledge of various computer programs including database, spreadsheet and word processing; 

11) Demonstrated ability to work effectively with men and women of diverse races, ethnicities, ages and sexual orientations in a 

multicultural environment; 

12) Bilingual a plus (English/Spanish preferred) but not required; 

13) Certified Provider Credentialing Specialist (CPCS) a plus; 

14) Experience with Federally Qualified Health Centers and Federal Tort Claims Act credentialing requirements a plus; 

15) Demonstrated ability to work effectively with people of diverse races, ethnicities, nationalities, sexual orientations, gender identities, 

gender expression, socio-economic backgrounds, religions, ages, English-speaking abilities, immigration statuses, and physical abilities 

in a multicultural environment. 

 

 

The Los Angeles LGBT Center is an Equal Opportunity Employer and is committed to fostering diversity within its staff. Applications are 

encouraged from all persons regardless of their race, color, ancestry, religious creed, national origin, sex, sexual orientation, gender identity, 

gender expression, medical/physical/mental condition, pregnancy/childbirth and related medical condition, age, marital status, or veteran status. 

 

E-mail resume and cover letter as a word attachment to jobs@lalgbtcenter.org  website:  www.lalgbtcenter.org 

Or submit application/resume to: Los Angeles LGBT Center, Human Resources Dept., 1625 N. Schrader Blvd., Los Angeles, CA  90028 

mailto:jobs@lalgbtcenter.org?subject=Applying%20for%20Credentialing%20Coordinator
http://www.lalgbtcenter.org/

