
R  ESOURCE   C  OORDINATOR  
(Physically Handicapped Children’s Program)

          
D  ISTINGUISHING    F  EATURES  OF  THE    C  LASS  :  The  work  involves  independently  performing
responsible clerical work in the coordination and delivery of financial aid for medical service programs for
physically handicapped children.  The work is carried out under general supervision.  Supervision of the
work of others is not normally a responsibility of employees in this class.  A Resource Coordinator does
related work as required.
     
T  YPICAL   W  ORK   A  CTIVITIES  :
     
 Reviews applications for state aid submitted by physicians to assure proposed treatments are eligible for

state aid, participating medical or dental specialists are approved by state, and proposed procedures and
fees for services are in accordance with state health department standards;

 Refers parents to Department of Social Services to ascertain family’s eligibility for financial assistance
through Medicaid program;

 Conducts  interviews with parents to  answer questions  concerning the program and to ascertain  their
financial eligibility for state aid for medical services;

 Refers financial applications of parents to the public health director who determines level of financial
assistance which may be provided;

 Secures agreements from parents for payment of portion or entirety of medical services provided through
the program;

 Completes authorization forms for services for physically handicapped children;
 Conducts follow-up correspondence to monitor the present program status of children initially referred

for medical assistance;
 Reviews claims submitted by physicians, medical institutions, or other vendors to assure arithmetical

accuracy, proper extension, and properness of charges;
 Reviews, records, and issues receipts for periodic payments by parents for medical services;
 Reviews  referrals  from  physicians  for  orthopedic  clinics,  dental  program  screening  clinics,  and  a

diagnostic evaluation and consultation program;
 Schedules children referred for clinical evaluation at various locations;
 Develops  and  maintains  medical  history  records  of  children  receiving  assistance  through  various

programs;
 Types physicians’ clinical evaluations from audio tapes or Dictaphone;
 Conducts a variety of correspondence related to program matters;
 Answers  questions  asked  by  parents,  personnel  in  other  agencies,  and  vendors  concerning  program

requirements and problems;
 Completes periodic reports required by the State Department of Health;
 Assists with a variety of basic clerical tasks, as assigned.

F  ULL    P  ERFORMANCE    K  NOWLEDGES,    S  KILLS,    A  BILITIES,  AND    P  ERSONAL  
C  HARACTERISTICS  : Good knowledge of business arithmetic and English; working knowledge of office
terminology, procedures, and equipment; knowledge of interviewing techniques; ability to readily acquire
familiarity  with the functions,  policies,  regulations,  and medical  terminology associated with department
programs for physically handicapped children; physical condition commensurate with the demands of the
position.
     



M  INIMUM   Q  UALIFICATIONS  : 
     

A) Successful completion of 60 semester credit hours at a regionally accredited or New York State
registered college or university;

OR 
        

B) Two years of clerical experience;

OR

C) An equivalent combination of training and experience as limited by A) and B) above.
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