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Title:    MEDICAID SPECIALIST 
Qualifications: 1. Must be able to communicate effectively and work in a multi task 

environment managing work time responsibly and efficiently 
2. Must have advanced level of ability to develop, maintain, and manipulate 

databases 
3. Preferred candidates will have successful experience working in a special 

education and health services environment. 
4. Must have knowledge and understanding of Medicaid laws and 

regulations. 
Supervisor:   Director of Special Education 
Job Goal:   To collect, input data, and download reports to Medicaid on behalf of the  
    special services of the District and to the maximum capacity as allowed by  
    Federal Law.   
 
PERFORMANCE RESPONSIBILITIES: 
 Analyze and monitor IEPs for Medicaid compliance and work with staff as needed. 
 Assist in training building staff for Medicaid compliance. 
 Obtain, organize, and input a large variety of data accurately and download on a timely basis to Medicaid 

for eligible reimbursements. 
 Interpret staff case notes to determine services eligible for Medicaid reimbursement. 
 Keep reports and information current with legal requirements for Medicaid reimbursement. 
 Perform any bookkeeping tasks associated with the specific position 
 Perform such other tasks and assume such other responsibilities that are legal, moral and ethical as the 

supervisor(s) may assign 
 

PHYSICAL REQUIREMENTS (with or without a reasonable accommodation): 
 Sufficient clarity of speech and hearing or other communication capabilities which permits the employee to 

understand verbal instructions and to communicate effectively on the telephone and in person;  
 Sufficient visual acuity which permits the employee to comprehend written work instructions, prepare and 

review documents and process them in a prescribed order, and organize documents and materials;  
 Sufficient manual dexterity which permits the employee to operate a personal computer and standard office 

equipment;  
 Sufficient personal mobility, flexibility, and balance which permits the employee to work in an office 

environment, occasion lifting or moving objects that weigh up to 20-30 lbs.  
 Jobs in this class require talking and hearing to relate procedures/requirements for reporting and performing 

repetitive motions in typing, filing and paperwork;  
 
EVALUATION: Performance of this job will be evaluated in accordance with provisions of the Board's  
 Policy on Evaluation of Classified Personnel. 
TERMS OF 
EMPLOYMENT: Position is hourly, at-will and non-exempt.  Salary and work year to be established by the 

Board. 
 


