Community Action of Southeast Iowa

Job Description

Job Title: 
Medication Assistance Program Specialist
Department: 


Reports To: 
Neighborhood Center Director

 SUMMARY:  Assist individuals in need with completing the proper forms necessary in order to access the Indigent Drug Programs offered by pharmaceutical companies

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be assigned.

1. Establish and maintain adequate records and submit necessary reports and forms in a timely manner to assist qualified individuals with access to chronic medications through existing “Indigent Drug Programs”.  Complete computer data entry as needed.

2. Must have good organizational skills and possess the ability to pay attention to details.

3. Develop good working relationships with local doctors and their staff for the purpose of receiving referrals to the Program.

4. Must be able to work effectively with diverse populations.

5. Work with individuals, groups, agencies and organizations to advocate for families and promote the program and its goals.

6. Recruit participants and maintain records of participants.

7. Participate in trainings, staff meetings and other meetings as requested by authorized personnel.

8. Meet weekly with supervisor to assess program progress, record unmet needs, and set goals.  

9. Maintain Confidentiality.

10. Familiarize the community about the Medication Assistance Program.

11. Must be knowledgeable of and responsible for the implementation of the Medication Assistance Program and be aware of agency programs, mission,  goals, policies and procedures.

12. Work with Medication Assistance Program Council members, attend regularly scheduled meetings and keep Council informed of program progress.

QUALIFICATIONS:  To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

EDUCATION and/or EXPERIENCE:  High School diploma or equivalent (G.E.D.) required.  Experience and/or training in a medical field helpful..

LANGUAGE SKILLS:  Ability to respond to common inquiries or complaints from customers, or members of the community.  Must have the ability to effectively present information to management, public groups, and/or boards of directors.  

MATHEMATICAL SKILLS:  Ability to calculate figures and amounts such as adding, subtracting, multiplying and dividing.

COMPUTER SKILLS:  Must have computer experience in word processing.  Job requires using the internet and the ability to learn data base software.

REASONING ABILITY:  Ability to define problems, collect data, establish facts, and draw valid conclusions. Ability to solve practical problems and deal with a variety of variables in situations.  Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule form.

PHYSICAL DEMANDS:  While performing the duties of this job, the employee is regularly required to use hands to finger, handle, or feel; reach with hands and arms; talk and hear.  The employee frequently is required to stand, bend, walk, and sit.  

WORK ENVIRONMENT:  While performing the duties of this job, the employee is occasionally exposed to outside weather conditions when traveling.  The noise level in the work environment is usually moderate, as employee will work in office with ringing phones, other employees and clients with children.

Employee Signature:  ________________________________
Date: _______________________
