
 

 

INGHAM COUNTY 

JOB DESCRIPTION 

 
PCMH COORDINATOR 

 

General Summary:   
Under the supervision of the Clinical Services Supervisor, responsible for the day-to-day 

development and implementation of Ingham County’s Patient Centered Medical Home (PCMH) 

model.  Designs, initiates and facilitates PCMH workflow processes throughout the Ingham 

Community Health Centers. Monitors PCMH compliance.  Coordinates training activities related 

to PCMH data collection, patient tracking, policy and procedure development, and work flow 

changes.  Responsible for being a subject matter expert on NCQA requirements. Works closely 

with the Electronic Health Records team relative to PCMH requirements and sustainability. 

 

Essential Functions:   
1. Oversees the development and implementation of a PCMH recognition program for the 

Ingham Community Health Centers.   

 

2. Attains expert knowledge of NCQA PCMH standards, policies, processes and application 

requirements.  Advises management of changes to continuously improve content and 

delivery 

 

3. Develops new policies and procedures necessary for PCMH implementation.  Evaluates 

existing policies for compliance with the PCMH model. 

 

4. Develops and implements best practices to improve work flow related to PCMH quality 

incentives and practice transformations.   

 

5. Develops, oversees and facilitates training programs to align work flow and Health 

Department culture with the PCMH model.  Provides education and support to staff as they 

implement and sustain measures to improve chronic disease management.   

 

6. Oversees the collection, integration and evaluation of diverse data related to clinical and 

operational performance and medical home transformation activities. 

 

7. Works collaboratively with other staff members in regard the PCMH model.  Evaluates the 

performance of care teams and makes recommendations for changes.  Provides input to the 

care coordination process.  Participates in the quality improvement committee to ensure 

PCMH issues are included in the overall quality plan.   

 

8. Researches, gathers and reports health related data to meet NCQA requirements.  Provides 

regular program updates and outcomes to Ingham Community Health Center leadership.   

 

9. Updates documents and participates in the submission process for grants and accrediting 

agencies.   

 



 

 

10. Supports electronic health records to ensure that providers and clinicians are using the 

software to its maximum potential and advantage relative to PCMH designation, meaningful 

use, and UDS measures.   

 

11. Represents the department at meetings with federal, state and local organizations. Promotes 

community awareness of the network of community health centers.   

 

Other Functions: 

 Performs other duties as assigned. 

 Must adhere to departmental standards in regard to HIPAA and other privacy issues. 

 During a public health emergency, the employee may be required to perform duties similar to 

but not limited to those in his/her job description. 

 

(The above statements are intended to describe the general nature and level of work being 

performed by the people assigned this classification. They are not to be construed as an 

exhaustive list of all job duties performed by personnel so classified.) 

 

Employment Qualifications: 

 

Education:  An Associate’s Degree in Nursing is required.  Bachelor’s Degree in Nursing, 

Business Administration or related field is preferred. 

 

Experience:  A minimum of 3 years of clinical experience is required including some PCMH 

experience.  Six months experience using an electronic health record system preferred.  

Experience with accreditation processes helpful.   

 

Other Requirements:  Must possess a current license to practice as a Registered Nurse in the 

State of Michigan.  Must attain NCQA PCMH Content Expert Certification (CEC) within two 

year of date of hire.  A valid Michigan’s Driver’s license is required. 

 

(The qualifications listed above are intended to represent the minimum skills and experience 

levels associated with performing the duties and responsibilities contained in this job 

description. The qualifications should not be viewed as expressing absolute employment or 

promotional standards, but as general guidelines that should be considered along with other job-

related selection or promotional criteria.) 

 

Physical Requirements: 

 Ability to sit, stand, walk, bend and stretch in order to retrieve supplies and operate standard 

office equipment. 

 Ability to lift, hold and carry objects weighing up to 25 pounds. 

 Ability to communicate and respond to inquiries both in person and over the phone. 

 Ability to operate a PC/laptop and other office equipment. 

 Ability to handle varying and often high levels of stress. 

 

(This job requires the ability to perform the essential functions contained in this description. 

These include, but are not limited to, the requirements listed above.  Reasonable 

accommodations will be made for otherwise qualified applicants unable to fulfill one or more of 

these requirements.) 



 

 

 

Working Conditions: 

 Work is typically performed in an office or health clinic environment. 

 Travels throughout the county to work in clinic and attend meetings. 

 May periodically be exposed to communicable diseases, blood and other body fluids.   
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