
 

 

POSITION  DESCRIPTION 
 
 
TITLE:  MANAGED CARE ANALYST 
 
DIVISION/DEPARTMENT:  Managed Health and Long Term Care 
PREPARED BY:  KG      
DATE:   03/31/2016 
FTE: 1.00, salaried  
 
POSITION SUMMARY 
 

Reports to: MHLTC Vice President 
 
Regularly works with:   

 MHLTC Vice President 
 MHLTC Project Managers 
 MHLTC Quality Reviewers 
 Performance Measurement Vice President (VP) 
 Performance Measurement Manager 
 MetaStar Auditors/Analysts 
 Other MetaStar staff 
 WI Department of Health Services 
 Managed Care Organizations/Health Plans 

 
Positions that report to this position: none 
 
Key responsibilities: 
 

1. Conducts reviews of managed care information systems and data in accordance with 
protocols to objectively determine compliance with State and Federal regulations and 
adherence to/alignment with industry standards and guidelines.  

 
2. Conducts external quality review activities for FC/PACE/FCP, Badger Care Plus, SSI, and 

IRIS programs as directed by DHS. External quality review is the analysis and evaluation of 
aggregated information on quality, timeliness, and access to services furnished by these 
programs.  
 

3. Develops and implements review activities independently and in collaboration with 
others. 
 



 

 

4. Performs analysis and validation of health and long term care data and performance 
measures.   
 

5. Effectively communicates review findings orally and in writing, including identification 
of strengths, best practices, and opportunities for improvement. Prepares tables, charts, 
graphs and technical summaries for presentation. 
 

6. Obtains and maintains NCQA HEDIS certification (Certified HEDIS Compliance 
Auditor, CHCAA) by meeting NCQA requirements. 
 

7. Maintains in-depth knowledge of the HEDIS audit requirements. 
 

8. Performs the HEDIS audit requirements as specified in departmental Standard Operating 
Procedures (SOPs) and NCQA requirements. 

 
9. Reviews the work of others and works collaboratively with team members with ongoing 

feedback to ensure that work meets internal and external quality standards.  
 

10. Collaborates with team members to improve existing systems and processes and to 
develop new systems and processes.  
 

11. Other duties as assigned. 
 

CORE ORGANIZATIONAL COMPETENCIES 
 
Teamwork:  Demonstrates respect and achieves cooperative relationships in fulfilling 
the vision and mission of MetaStar. 
 
Communication: Demonstrates good interpersonal skills with all whom they interact. 
All communications, verbal and written, should demonstrate a commitment to customer 
service and excellence.  Effectively sends, receives, and responds to requests while 
maintaining a high level of confidentiality. 
 
Initiative:  Committed to and performs quality work contributing to the vision and 
mission of MetaStar.  Assumes responsibility and accountability for his/her actions.  
Meets the challenges of a changing environment, is timely in meeting job responsibilities 
and strives to provide excellent customer service.  Values accomplishments and shows 
enthusiasm and pride in the organization.  Demonstrates a self-directed work effort.  
Develops goals for professional growth and strives to achieve those goals. 
Customer Service:  Demonstrates a commitment to courteous, sincere, and sensitive 
customer service.  Presents a positive and caring attitude in all interactions.  Is patient, 



 

 

tolerant, accepts diversity and presents a positive image of themselves and MetaStar in all 
personal and telephone interactions. 
 
Quality Improvement:  Demonstrates a commitment to quality and excellence.  Solves 
problems through critical evaluation of data-based information and continuous 
improvement efforts.  Can accurately identify and diagnose issues, identify alternatives, 
implement a plan, evaluate and communicate results. 
 
 

 
QUALIFICATIONS: 
  
Training and Experience: 
 

1. Possesses at least a bachelor’s degree, preferably in business, healthcare administration, 
or information systems/computer science from an accredited institution 

2. A minimum of 3 years of experience in a managed care environment  
3. Certification as a HEDIS Compliance Auditor per NCQA requirements within one year 

of hire is expected. 
4. Experience in quality improvement/performance improvement activities 
5. Experience in health care auditing or internal auditing preferred 

 
Skill, Knowledge, and Abilities: 

 
1. Knowledge of managed care information systems and financing 
2. Knowledge of Medicaid regulations, data systems, and processes 
3. Knowledge of HEDIS measures  
4. Knowledge of CPT/HCPC/ICD9/ICD10 coding preferred 
5. Ability to become certified as a HEDIS Compliance Auditor by NCQA within one year 

of hire 
6. Ability to analyze complex information and large amounts of data 
7. Skilled at MS Access, Excel, Word, and PowerPoint 
8. Ability to work well independently and within a team structure 
9. Excellent oral and written communication skills. 
10. Able to travel during the day and occasionally overnight. Travel dates are scheduled in 

advance and mostly within the state 
 

****MetaStar is an equal opportunity employer**** 
 

Interested parties should either send resume & cover to jobs@metastar.com, 
 

or mail to:  MetaStar, c/o HR, 2909 Landmark Place, Madison, WI 53713 


