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Community Health Programs 

The mission of Community Health Programs is to improve the health of people throughout 
Berkshire County by delivering exceptional compassionate health care. 

Job Title:   Enrollment Specialist-Patient Navigator  
Department:   Community Health Center 
FLSA Status:   Non-exempt 
Hours:    20 hours 
Operationally Reports To: Director of Operations  
Direct Reports:  None 
Updated:   July 2020 
 

Summary:  The Enrollment Specialist-Patient Navigator is a grant funded position that provides advocacy, 

information, enrollment and follow up assistance to CHP patients seeking health, wellness and ancillary 

services within the practices. The Enrollment Specialist-Patient Navigator helps client/patients navigate 

Massachusetts Health Care reform including enrollment, reinstatement, billing, troubleshooting and the best 

customer service to all patients.  This person will support CHP’s mission, vision, and values and will adhere to 

compliance protocols as well as CHP’s policies and procedures. Position is tied to grant funding and may not 

be converted into a permanent position.   

Enrollment Specialist-Patient Navigator Essential Duties and Responsibilities: 
 Responds to incoming requests for assistance regarding the application and enrollment process 

by assisting old and new patients with expired or no insurance coverage to apply for available 
state subsidized programs, including Mass Health, Commonwealth Care, and the Health Safety 
Net as well as assistance regarding both the transitioning of health plans and the use of the 
Health Insurance Exchange website.   

 Works with clients and outside agencies to ensure insurance is activated and duly covered. 

 Attends community outreach and enrollment assistance events as time allows. 

 Provides monthly reports and statistics of enrollment numbers and referrals as required for 
grant documentation. 

 Keeps current on updates related to Mass Health and other state benefits and enrollment 
processes by attending conferences, forums, and receiving emails. 

 Assists patients with various issues including those related to other medical groups, hospitals, 
and other social organizations.  

 Works in collaboration with other organizations (BHS, Advocacy for Access, Berkshire Taconic 
Foundation) regarding mutual patients. 

 Answers inquiries by phone and in person about eligibility guidelines, application requirements, 
and services covered. 

 

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

 Strong ability to multi-task and manage projects and personnel. 

 Responds promptly to customer needs.  

 Responds to requests for service and assistance.  

 Meets commitments and is punctual.  

 Is a subject matter expert and keeps knowledge current by attending required trainings 
and meetings.  

 Applies specialized knowledge and techniques to nutrition related health issues.  

 Knowledge of and respect for HIPAA regulations. 

 Exhibits objectivity and openness to others' views.  
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 Gives and welcomes feedback.  

 Contributes to building a positive team spirit. 

 Excellent customer service and interpersonal skills. 

 Highest degree of professionalism and ethics. 

 Handles issues with tact and diplomacy. 

 Takes initiative, follows through, and manages different tasks with quick turn-around time. 

 Excellent verbal and written communication skills. 

 Prepares and presents statistical and other reports oral or written as required. 

 Must read, write, and speak English  
 

Essential Skills and Qualifications: To perform this job successfully, an individual must be able to 
perform each essential duty satisfactorily. The requirements listed below are representative of the 
knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 

 Must be able to understand and analyze billing information to develop processes re-engineering 
based on business needs. 

 Able to research and interpret complex regulations. 
 Ability to read, analyzes, and interprets common scientific and technical journals, financial 

reports, and legal documents; ability to respond to common inquiries or complaints from 
customers, regulatory agencies, or members of the business community.   

 Ability to calculate figures and amounts. 
 Ability to solve practical problems and deal with a variety of concrete variables in situations 

where only limited standardization exists. Ability to interpret a variety of instructions furnished 
in written, oral, diagram, or schedule form. 

 To perform this job successfully, an individual should have knowledge of Microsoft Office: 
Outlook, Word, Power Point and Excel. 

 Position requires a level of specialized knowledge normally acquired through an Associate’s 
degree, or a combination of education and experience or 2 or more years of experience. 

 
Physical Requirements: 

 See ADA form 
 
__________________________                              _      _______________ 
Signature of Enrollment Specialist-Patient Navigator           Date  
 
Approved By:  

_______________________                    ______ __      ________________ 
Director of Operations           Date  
 


