
Sr. Contract Management Analyst 

Description - External 
 

SUBFUNCTION DEFINITION: Involves revenue cycle functions for the healthcare enterprise, including 
system billing, reporting and support. Ensures account information contains accurate and comprehensive 
data to provide timely billing and optimal reimbursement for services. Impacts processes to include 
charge capture, coding, insurance identification, data entry, billing, payment posting, refund processing 
and collections. May also be responsible for / integrated with business office operations. 

 DEPARTMENT: Payor Relations 
 
SUPERVISOR'S TITLE: Director 
 
TITLES SUPERVISED: Analyst 
 
TOTAL NUMBER OF FTE'S DIRECTLY SUPERVISED: 1 
 
TOTAL NUMBER OF FTE'S INDIRECTLY SUPERVISED: 0 
 
PURPOSE OF POSITION: This individual exercises general supervision over department staff and is 
engaged in contract management and compliance on behalf of CCHMC and PHO; reimbursement 
compliance; and maintaining contract management system. This individual supports Payor Relation's 
efforts to manage; analyze; monitor; organize; and research third party payors' compliance with the 
negotiated terms and rates. This individual will work with major health plans and other third party payors 
in order to ensure their systems are processing claims according to our contracts and resolve disputes 
regarding their compliance with the negotiated terms and rates. This individual both maintains and 
provides assistance to the users of the contract management system. 

 
REPRESENTATIVE RESPONSIBILITIES 

·Payor Relations 

Assist in coordinating/monitoring third party payor implementation activities including acting as a 
resource for internal operations. Prepare correspondence to third party payors and MCPs disputing or 
appealing policies, underpayments or denials that explain the terms of the agreements or regulatory 
requirements to which they are non-compliant. 
  
·Contract Management 
Maintain and evaluate the effectiveness of the contract management process for all third-party payor 
contracts and related documents. Insure all new or renegotiated contracts or amendments and any 
supporting documents are loaded into contract management information system in a timely basis.  Assess 
the quality of the contract information entered into the contract management system. Maintain contract 
summaries outlining contract terms for third party payors.  
  
·Contract Compliance (Internal) 
Prepare presentations of current and future contracts by keeping logs of arrangements and 
communicating information to various physicians, business units and hospital administration.Conduct 
presentations and market Cincinnati Children's to third party payors. Provide business units with the tools 



necessary to effectively administer new contract terms and rates, changes in third party payor policies, 
and new payment methodologies. Assist billing offices and CPS/PHO office in strategizing and resolved 
identified underpayments and keep Payor Relations abreast of the status of such efforts.  Perform data 
and statistical analyses and present in user friendly format. 
 
·Contract Compliance (External) 
Develop strong working relationships with representatives from third party payors in order to ensure their 
systems are updated with our contracted rates and terms. Assist in coordinating/monitoring third party 
payor implementation activities including acting as a resource for internal operations. Serve as liaison with 
major health plans and other third party payers to ensure they maintain their compliance with negotiated 
contract terms. Coordinate and attend meetings between third party payors and internal operations in 
order to stay informed of the operational problems pertaining to the adherence to contracted rates and 
terms. 
 
·People Management 
Conduct ongoing evaluation and mentoring of direct and indirect reports, including (but not limited to) 
effective, clear and timely annual performance evaluation. Ensure staff is properly trained to perform job 
functions. Ensure departmental and Medical Center initiatives, priorities, standards and policies are 
effectively communicated and understood by direct and indirect reports. Provide staff with clear, 
actionable goals and timely, direct feedback related to attainment of those goals throughout the 
reporting period. Assist staff in understanding how their positions support and contribute to the mission, 
vision and strategies of the Medical Center. 
  

Qualifications - External 
 

EDUCATION/EXPERIENCE 

Required: 
·Bachelor's degree in accounting, finance, business or other related discipline OR Equivalent combination 
of education and experience 
·5 years of experience in a medical center AND 2 years of related leadership/management experience 
·Experience in a complex medical center 
·Experience in healthcare finance or related consulting field 
 
Preferred: 
·Master of Business Admin OR Master of Health Administratn 
·Third party payor Claims Processing/Network Operations experience 
·Experience in network operations, and/or provider relations area 
  
Unique Skills: 
·Prioritization 
Using time efficiently and productively; prioritizing multiple tasks properly to meet deadlines; recognizing 
time constraints and adjusting work schedule to address them. 
·Diversity Appreciation 
Understanding and showing respect and appreciation for the uniqueness of all individuals; leveraging 
differences in others' perspectives and ideas; appreciating cultural differences and adjusting one's 
approach to successfully integrate with others who are different from oneself 



·Independence 
Pursuing work with little supervision or assistance; directing one's own efforts. Demonstrated ability to 
work independently and as part of a team. 
·Organization 
Strong organizational and project management skills to handle projects independently. 
·Problem Solving 
Ability to independently work through details of a problem to reach a positive solution 
·Communication - Advanced 
Excellent verbal, written and interpersonal communication skills. 
·Computer Skills 
Computer literate and strong ability with word processing and spreadsheets is required. 
 
To apply online, please visit: https://jobs.cincinnatichildrens.org/search/jobdetails/sr-analyst-contract-
management/82f1f96d-d2a3-414d-9471-4fc280cedca2 
 
  

 


