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POSITION DESCRIPTION 

 

POSITION TITLE: Enhanced Care Management (ECM) Lead Care 
Manager 

DEPARTMENT: ECM/Behavioral Health 

REPORTS TO: Director of Enhanced Care Management/ 
ECM Supervisor 

FLSA STATUS: Non-Exempt 

HOURS: Full-Time, 40 hours per week, evenings 
and weekends may be required 

  

 

 
The purpose of this position is to work with VCH’s Enhanced Care Management contracted Medi-Cal 
managed care health plans to address clinical and non-clinical needs of high-need, high-cost individuals 
through the coordination of services and comprehensive care management. Utilizing Valley Community 
Healthcare’s (VCH) Patient Centered Medical Home protocols and DHCS practices, the LCM will engage 
with patients over the phone, virtually, or in-person, and provide care coordination with the patient’s 
associated care teams to enhance patient care. The LCM works as an integrated member of the 
interdisciplinary clinic team to communicate patient’s needs and care plans to VCH team members or 
entities outside VCH’s network. The LCM is also responsible for enhancing, coordinating, and incorporating 
prospective patient program enrollees by making outreach contacts via face-to-face, telephonic, text 
messages, email and correspondence. The role involves identifying prospective qualified patients in the 
VCH Electronic Health Record (EHR) system and working closely with the Member Access and Referral 
department to ensure smooth and effective patient outreach, intake and enrollment processes. 

 
  CORE JOB RESPONSIBILITIES (Essential Duties):                                                                                           

High-Quality Health Care for All 
The mission of Valley Community Healthcare is to improve the health and wellbeing of our 

community by providing high-quality comprehensive healthcare services regardless of ability 
to pay. 

 
We’re in this together 

Enhancing relationships with staff, businesses, foundations, and community leaders who 
share our vision of high-quality healthcare for all. 

 
We’re providers of patient-centered care 

Empowering patients to take responsibility for, and share in, decisions regarding their health 
status, forming a partnership between patient and healthcare provider. 

 
We’re forward-thinking, accountable leaders 

Assuring organizational viability through high standards of administrative and fiscal 
accountability while managing growth responsibly and strategically. 
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• Enhanced Care Management: Connect ECM members to social services and supports. Advocate on 
behalf of members with healthcare professionals. Meet with patients over the phone, virtually, at 
clinic, or at a secure location in the field.  

• Care Coordination: Monitor adherence to care plan and goal progress, including treatments and 
medications with primary goal of patient being able to understand and navigate their supports 
independently. Support with arranging transportation for patients. Accompany patient to office visits, 
as needed. Ensure appropriate ER/Hospital follow-up. Coordinate pre-operative evaluations. Outreach 
to patients who have missed preventative services (e.g. well child exams, screenings, etc.). Coordinate 
appointments with healthcare providers to ensure timely delivery of diagnostic, treatment, and 
wellness exams. Assist with patient appointment reminders, missed appointment follow-up, and 
patient rescheduling for clinical and non-clinical appointments.   

• Health Education: Provide health promotion and self-management training. Select and recommend 
appropriate educational materials. Provide linkage to outside health education, wellness programs, 
and community resources.  

• Collaboration: Work closely with the Care Coordinator & Transition of Care department, ensure 
seamless patient transition to their assigned ECM Lead Care Manager for adherence to care regimen. 
Work closely with patient’s interdisciplinary team to support goal achievement and appropriate 
support following ECM graduation. 

• Referral Management: Receive internal and external referrals to the ECM program from medical 
providers and Managed Care Plans (MCPs). Verify medical insurance (empaneled members) and 
manage external referrals. 

• Authorization Handling: Complete and submit referral forms to the appropriate MCP for ECM service 
authorization. Receive and manage authorization referral forms from MCPs. 

• Census Management: Add authorized patients to the outreach tab in the master census workbook and 
document official enrollment in the internal electronic health records. 

• Outreach & Engagement: Outreach and engage patients to conduct ECM intake and facilitate official 
program enrollment. 

• Documentation & Familiarity with EMR: Open/create new electronic ECM enrollment profiles in the 
electronic health records system (NextGen) and ensure accurate documentation of official enrollment. 
Add new enrollees to the monthly census workbook. Provide EMR Portal assistance. Perform 
appropriate documentation to maintain standards set by VCH, with special attention to ECM 
assessment and care plan.  

• Reporting: Monitor and records daily, weekly, and monthly outreach and intake assessments data in 
the electronic health records (NextGen) for reporting purposes.  

• Meeting Attendance and Support: Attend and participates in meetings, committees, and training 
sessions as directed by Supervisor. 

• Program Knowledge: Possess comprehensive knowledge of all Department programs, forms, and 
requirements to ensure proper client enrollment and program continuation.  

• Confidentiality & Privacy: Protect and recognize the confidentiality and privacy of client information. 
Maintain confidentially and comply with HIPAA and compliance mandates at all times. 

• Client Interaction: Establish effective relationships with patients, physicians, and staff. Treat patients 
with dignity, warmth, compassion, and understanding. Use motivational interviewing and trauma-
informed care practices. Assist with translation when necessary. Provide and promotes culturally 
appropriate interventions. 

• Other Duties: Perform other related duties as assigned or requested by supervisor. 

 
To perform the job successfully, an individual should demonstrate the following competencies: 

• Prior experience in a fast paced and large volume patient care/customer service establishments. 
• Ability to communicate clearly. 
• Ability to work with little supervision. 
• Takes initiative to problem solve before escalating to supervisor. 
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• Ability to establish and maintain effective working relationships with patients, employees, and the 
public. 

• Bi-lingual English/Spanish preferred. 
• Customer Service – manages difficult or emotional customer situations: Responds promptly to 

customer needs; meets commitments. 
• Interpersonal Skills – focuses on solving conflict; maintains confidentiality; listens to others without 

interrupting; keeps emotions under control. 
• Oral Communication – speaks clearly and persuasively in positive or negative situations; listens and 

gets clarification; responds well to questions; demonstrates group presentation skills; participates in 
meetings. 

• Written Communication – writes clearly and informatively. 
• Teamwork – contributes to building a positive team spirit. 
• Visionary Leadership – inspires respect and trust. 
• Ethics – treats people with respect. 

 
Minimum Qualifications: 

• A Bachelor’s degree in Social Work or related field. 
• One year of social work experience in a medical or mental health setting (either through 

direct employment or via practicum). 
• A minimum of one year working in a community clinic or other medical office environment. 
• Current California Driver License, vehicle insurance, and reliable transportation. 
• Exhibits a high level of professionalism. 
• Ability to relate and communicate well to all cultural and ethnic groups in the 

community, including fluency in written and spoken English.  Bilingual skills in written 
and spoken Spanish are preferred. 

• Ability to complete and maintain records in accordance with procedures utilizing an 
electronic health record system. 

• General computer skills in Microsoft Office programs (Word, Excel, etc.) and electronic 
medical record systems. 

 

  ENVIRONMENT:                                                                                                                                                          
This position is in a community clinic environment that is clean and comfortable some risk of exposure 
to infectious disease. It may include some minor annoyances such as noise, odors, drafts, etc. The 
incumbent is in an indoor non-confined clinical setting in which he or she is free to move about at will 
and is expected to interact with patients. In addition, the incumbent may be required to travel via 
personal vehicle with verified licensure, registration and insurance or public transportation throughout 
the community to deliver materials and/or accompany clients as needed. VCH is a multisite 
organization. All staff at employed at VCH are expected to travel between sites as needed. 
Additionally, employee office/department/site locations may be changed depending on 
organizational need. 
 

  JOB DESCRIPTION PHYSICAL DEMAND ANALYSIS                                                                                                                   
Explanation: Each physical requirement is rated on a frequency scale of 0-3 to reflect the requirements 
for normal working hours.  Reasonable accommodations will be made as necessary. 

 
PHYSICAL REQUIREMENTS FREQUENCY RATING: 
0. NONE (0%)   1. OCCASIONAL (1-33%)   2. FREQUENTLY (34-66%)   3.   CONSTANT (67-100%) 
A. SITTING 3 I.  WRIST DEVIATION (SIDE TO SIDE) 2 
B. STANDING 1 J.  HAND/WRIST REPETITIONS (UP/DOWN) 1 
C. WALKING 1 K. REACHING 1 
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D. GRASPING 
Simple: < 50 pounds 
Firm:  >50 pounds 

1 
0 

L.  MANUAL DEXTERITY/STRENGTH 
Gross motor, light-moderate strength 
Gross motor, moderate -heavy strength 
Fine motor, light - moderate strength 
Fine motor, moderate-heavy strength 

0 
0 
0 
0 

E. SQUATTING/KNEELING/CRAWLING/ 
CLIMBING 

0 M. TWISTING/BENDING 0 

F. PULLING 
Up to 10 lb. 
Up to 25 lb. 
Up to 50 lb. 
Up to 100 lb. 
Over 100 lb. 

1 
0 
0 
0 
0 

N. LIFTS AND 
CARRIES Up 
to 10 lb. Up 
to 25 lb. Up 
to 50 lb. 
Up to 100 lb. 
O  100 lb  

1 
0 
0 
0 
0 

G.  LIFTS OVERHEAD O. PUSHING 
Up to 10 lb. 
Up to 25 lb. 
Up to 50 lb. 
Up to 100 lb. 
Over 100 lb. 

0 
0 
0 
0 
0 

Up to 10 lb. 
Up to 25 lb. 
Up to 50 lb. 
Up to 100 lb. 
Over 100 lb. 

0 
0 
0 
0 
0 

H.  VISUAL REQUIREMENTS 
Close eye work (small figures) 
Color discrimination 

Minimal color discrimination 
Normal color discrimination 

Other    

3 
 

3 
3 

P.  HEARING REQUIREMENTS 
Must consistently fulfill communication 
needs; i.e., telephone 

3 

WORKING CONDITIONS 

Q. NON-IONIZING RADIATION 
(WELDING FLASH, MICROWAVES, SUN) 

0 T.  IONIZING RADIATION 
(X-RAY, RADIOACTIVE ISOTOPES) 

0 

R.  HAZARDOUS EXPOSURE 
(CHEMICAL [E.G. LATEX] AND INFECTIOUS) 

0 U. PERSONAL PROTECTIVE  EQUIPMENT 
(E.G. RESPIRATORY MASK, LEAD APRON, ETC.) 

1 

S.  DRIVING 1 V. OTHER:    0 
 

VALLEY COMMUNITY HEALTHCARE IS AN EQUAL OPPORTUNITY EMPLOYER 
Responsibilities and tasks outline in this document are not exhaustive and may change 

as determined by the needs of the company. 
 

  ACKNOWLEDGEMENT:                                                                                                                                               
I have been given a copy of this position description. I understand that I may be asked to perform 
responsibilities and duties not listed in the description and that my duties may change at any 
time, according to the Center’s needs. Nothing in this position description is intended to create a 
contract of employment of any type.  Employment is strictly on an at-will basis. 

 
Employee Name (please print) 

 

 

Employee Signature Date 
 

 I certify that I have discussed the position description with the employee. 
 

Supervisor Name (please print) 
 

Supervisor Signature Date 
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