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UNIVERSITY OF ROCHESTER MEDICAL CENTER
JOB DESCRIPTION

NEUROLOGY                                      

         
FUNCTIONAL JOB TITLE:   Manager, High-Cost Drugs
CLASSIFICATION TITLE:    Administrator I      
PAY GRADE:   
JOB CODE:    


DEPARTMENT:  Neurology
WRITTEN BY/DATE:  
POSITION SUMMARY:
With minimal direction and latitude for independent judgment, provides complex administrative functions for the cross-departmental coordination of drug treatments programs including specialty pharmacy and outpatient drug treatments. Required to anticipate needs, problem solve, and independently prioritize and work collaboratively with program leaders across the department and institution. 
SUPERVISION AND DIRECTION EXERCISED:

Guides departmental and division support staff related to drug treatments, interdisciplinary care clinics and complex infusion program. 
SUPERVISION AND DIRECTION RECEIVED:

Under the direction of the Neurology Program Administrator and NMD Division Administrator.  Receives guidance from the Pharmacy Director of Supply Chain.
BUSINESS/TECHNICAL EQUIPMENT USED:

Standard office equipment such as, PC, copier, printer, scanner, fax machine, multi-feature ACD or smart telephone and the like. Uses a variety of basic and advanced business/technical programs/applications.  Includes systems such as electronic medical record and appointment scheduling systems, vendor applications such as Microsoft Office, or internally developed databases/systems.  

TYPICAL DUTIES:
1. Liaises with patients and their family members undergoing Neuromuscular drug treatment to address questions, resolve concerns, and make improvements to care delivery. Performs outreach and education regarding new drug treatment programs to both patients and staff as necessary. Addresses patient concerns and communicates with leadership as necessary on issues. (25%) 

2. Collaborates with finance (Neurology and Hospital) to monitor financial metrics as they relate to various drug treatment programs throughout Neurology division(s). Reconciles and resolves any discrepancies related to usage and revenue. Regularly reviews financial status of drug programs with Neurology and institutional leadership. Identifies and troubleshoots potential issues to mitigate financial risk. (15%)

3. Responsible for the operations management of new and existing Neurological drug programs as assigned including identifying and/or creation of standard processes for scheduling, prior authorization, benefits investigation, and care coordination. Creates checks and balances to mitigate issues and monitors performance metrics for opportunities for improvement (10%).

4. Oversees and collaborates with Neurology staff involved throughout the process to resolve issues, provide training and education, and ensure compliance and effectiveness of the drug program. Establishes and leads regular meetings with care coordination team. (10%)
5. Organizes and participates on drug therapeutics committee and other established committees as relates to Neurology high-cost therapies. Identifies and proposes policies with input from key stakeholders to address fiscal and operational issues that arise from Neurology Infusion programs. Creates chain of communication across all teams involved in successful management of Neurology drug program including Pharmacy, Drug 
Manufacturer, Department and Division representatives, Finance, Payer Contracting, Patient Accounts, Prior Authorization, Social Work, Benefits Investigation Team, and others as necessary. (10%)
6. Meets at regular intervals with Pharmacy supply chain, purchasing and inventory management staff to ensure medication is ordered in a timely fashion and delivered to site of care appropriately so as to mitigate potential waste of high-cost drug. Communicates with pharmacy supply chain staff regarding newly approved drugs, place in therapy, compliance, availability timeline, sourcing, and onboarding of new drugs. (10%)

7. Collaborates with finance (Neurology and Hospital) in the development of business plans. Tracks approval for business plan. Communicates and provides updates to Neurology department leadership regarding variances from plan, updated projections, and modifications to annual operating budget. (10%)

8. Performs regular research and outreach to stay informed of pending FDA approvals. Meets with key players to develop business plan and strategy for offering new and existing drug treatment programs. Completes and submits any necessary documents for new drug therapies to various institutional departments. (5%) 
9. Understands relevant healthcare policy and reimbursement policy as it relates to drug treatments (i.e., 340B program). Keeps appraised of changes to relevant policies and analyze impact in conjunction with Payer Contracting and Reimbursement Department, and Pharmacy Department. (5%) 
QUALIFICATIONS:
Bachelor’s degree and three years of relevant experience; or an equivalent combination of education and experience. Master’s degree in health care administration preferred. Strong computer and customer relations skills. Experience with electronic medical records or scheduling systems and patient and family relations, preferred.
Source: University of Rochester Medical Center. Used with permission.
