
 

 

Job Description 

Job Title: Utilization Review Coordinator/Care Coordinator 

Supervisor: CFO 

FLSA Status: Exempt  

 

Summary 

Perform functions of Swing Bed Coordinator, Discharge Planning Coordinator, and Utilization 

Review & Case Management.  Analyzes patient records to determine legitimacy of admission, 

treatment, and length of stay in health care facility to comply with government and insurance 

company reimbursement policies by performing the following duties personally or through 

subordinate supervisors.   

Essential Duties and Responsibilities include the following. Other duties may be assigned. 

Analyzes insurance, governmental, and accrediting agency standards to determine criteria 

concerning admissions, treatment, and length of stay of patients. 

Uses InterQual criteria for appropriateness for patient status and follow utilization review plan.   

Compares inpatient medical records to established criteria and confers with medical and nursing 

personnel and other professional staff to determine legitimacy of treatment and length of stay. 

Abstracts data from records and maintains statistics. 

Determines patient review dates according to established diagnostic criteria. 

Assists review committee in planning and holding federally mandated quality assurance 

reviews. 

 

Perform social assessments and as indicated, implement discharge planning for at-risk clients.   

 

Oversee the utilization of HCCH resources to promote judicious use of services and enhance 

fiscal responsibility within the boundaries of liability concerns.   

 

Perform as a navigator for the patient in coordinating hospital resources, community resources 

and any other applicable resources for the patient care after HCCH discharge.    

Supervisory Responsibilities  

This job has no supervisory responsibilities, at this time.  

  



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. 

Education and/or Experience  

Registered Nurse with at least one year of hospital nursing background.   

Language Skills  

Ability to read, analyze, and interpret 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 effectively 

present information to top management, public groups, and/or boards of directors. 

Reasoning Ability  

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. 

Computer Skills  

Electronic Medical Records, InterQual software, Outlook and Microsoft 

Physical Demands  

The physical demands described here are representative of those that must be met by an 

employee to successfully perform the essential functions of this job. Reasonable 

accommodations may be made to enable individuals with disabilities to perform the essential 

functions. 

While performing the duties of this Job, the employee is regularly required to reach with hands 

and arms and talk or hear.  The employee is frequently required to walk; sit and use hands to 

finger, handle, or feel.  The employee is occasionally required to stand and stoop, kneel, crouch, 

or crawl. The employee must occasionally lift and/or move up to 25 pounds.   

Work Environment  

The work environment characteristics described here are representative of those an employee 

encounters while performing the essential functions of this job. Reasonable accommodations 

may be made to enable individuals with disabilities to perform the essential functions. 

 The noise level in the work environment is usually quiet. 


