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Dear Applicant,


The Medical Service Corps (MSC) has more than 1,200 Air Force officers who serve as professional health care administrators throughout the world.  MSCs work in various positions in clinics, hospitals, Lead Agents, major commands and Air Staff enabling health care providers to provide the best quality health care to our active duty members and their families as our patients.  If you ask any MSC Officer, you will find that they believe they are in the best career field in the Air Force.
We hope that you find this guide useful and that it answers any questions you might have about our corps.  If you wish to learn even more about the Medical Service Corps, I encourage you to contact the medical treatment facility on an Air Force base near you and meet with the local MSC Officers about their roles.  Additionally, feel free to contact the HQ/AFPC Medical Service Corps branch at DSN 665-4094/commercial 210-565-4094 or via e-mail at afpc.dpams@randolph.af.mil.

Thanks for your interest in the United States Air Force Medical Service Corps!

//signed//

BRIAN J. ACKER, Colonel, USAF, MSC, CHE

Chief, Medical Service Corps Utilization and Education Branch

Description of the Medical Service Corps
There are many opportunities to accomplish the mission and be successful as a Medical Service Corps (MSC) officer.  The MSC encompasses command, administrative, logistical, and educational functions supporting the provision of health care to active duty service members and all other authorized Department of Defense beneficiaries during peacetime and contingencies.  This includes planning, programming, and operations related to the following activities: medical facility command; medical facility administration; medical materiel and services management; medical resource management; health plan management; personnel administration (human resources); war and emergency planning; aeromedical evacuation; medical recruiting; medical facility repair, modification, and construction; biometrics; health systems design; data systems design; medical research administration; and health services training and education.  Additionally, in many situations, MSCs also direct the rigorous hospital accreditation program and management improvement studies.

Career Development

There are three concepts that serve as a foundation for career development.  The first is that your early years as a health services administrator are devoted to gaining core experience in two or more functional areas.  Second, as you gain experience you will move from Military Treatment Facility (MTF) operational positions to staff or special duty assignments and back to the MTF.  Third, that you will pursue the appropriate level of Professional Military Education (PME) and career path education and training.  These concepts are included in three interrelated phases of the MSC Professional Development Program: tactical, operational and strategic.
During the tactical development phase (0-4 years), you are expected to manage at least two different MTF functional areas.  Your supervisor evaluates your job performance as an indicator of your long-term potential as a MSC officer.  As you gain experience, your supervisors strive to give you the opportunity to perform at levels commensurate with your abilities (specialized MSCs may be called upon to manage the same functional areas at increasing levels during this phase of their professional development).  Senior administrators will have the unique opportunity to identify and a responsibility to motivate highly qualified officers in this phase.  Assignments in this initial phase emphasize the development of technical expertise and stress depth of experience.

The operational development phase (5-15 years) provides you the opportunity to further develop your skills as a health services administrator.  Professional development occurs through assignment experience, education, and training.  Senior administrators continue to serve as your advisors and mentors in this phase.  During your intermediate development years, you begin to transition from assignments which emphasize technical expertise (depth) to positions which call for oversight responsibility (breadth) of experience.

During the strategic development phase (16-20 years), you should perform broad leadership and managerial assignments of all types.  Assignments in the advanced phase make use of your full potential as a senior health services administrator.

Your professional development should be planned with the objective of full qualification as a health services administrator (Air Force Specialty Code [AFSC] 41A3) by the end of the initial development phase.  To become fully qualified, you should have either broad management experience at several organizational levels of the Air Force Medical Service, or extensive experience in a particular career path.

You, as a professional health services administrator, operate in a highly complex environment and need continuing education and training.  You must be an adept leader and possess management skills and be capable of grasping the essential management role of administration in support of health care delivery.  To enable you to reach your full potential, many educational and training opportunities are provided.

The education level required for appointment as an MSC is a Bachelor’s Degree in Health Services Administration, Business Administration, or an equivalent specialty.  Many MSCs enter the Air Force with a Master’s Degree in Health Services Administration or Business Administration, or an equivalent specialty.  The Air Force Institute of Technology (AFIT) may sponsor graduate training after completion of at least 2-years of commissioned service.  For counseling on the program which best fits your professional development, please contact your base education officer, your supervisor, and the MSC assignment officers.  For more information regarding this, please reference the “Eligibility Criteria” section.

MSCs should complete the basic course in health services administration before reporting to their first duty assignment.  This course, conducted at Sheppard AFB, Texas, provides new MSC officers with the knowledge needed to perform as an entry level department manager in an Air Force MTF.  The Health Service Administration (HSA) Course is an 11-week course designed to train newly commissioned Medical Service Corps officers for their first duty assignment.  The course is accredited for 11 graduate credit hours by the American Council on Education (ACE).  The first nine weeks cover the myriad of different functional areas and skills needed to be an effective professional healthcare administrator.  The last two weeks provide an in-depth exposure to the specific functional area to which the student will be assigned after graduation.  MSC officers who are appointed from civilian status, without the benefit of previous military training, or who are commissioned from enlisted status, also attend a basic Commissioned Officer Training School (COTS), conducted at Maxwell AFB.

Like other professional disciplines, the field of health services administration requires officers to increase their military expertise by completing Developmental Education (DE)  at the appropriate times throughout your career.  The Air Force and the MSC strongly recommend you complete PME.  You should complete Squadron Officer School (SOS), Air Command and Staff College (ACSC), and Air War College (AWC) by correspondence, non-resident seminar program or in residence.  Because of the limited number of spaces available, only a few MSCs can be selected to attend a professional military school in residence.  Officers who are not selected to attend DE in residence should complete courses by seminar or correspondence.  You should complete SOS while you are a captain and before you compete in the primary zone for major. Similarly, plan to complete ACSC as a major, and AWC as a lieutenant colonel.  Information about other PME equivalent courses may be obtained from your base education office.

During all phases of your professional development, you are given an opportunity to foster your professional growth by attending meetings, short courses, symposia, and other types of continuing education.  Sponsored short courses provide new knowledge and new applications of old knowledge in the field of health services administration.  The courses, conducted primarily by civilian educational institutions and professional societies, enable you to keep current in the chosen profession.  Air Force Catalog (AFCAT) 36-2223 outlines continuing education requirements and provides information on many formal training courses that are available.  Other educational opportunities include Extension Course Institute (ECI) and on-base university courses.  You should consider enrolling in courses applicable to your specialty that will improve your duty performance and broaden your background.

One method of demonstrating professional competence is affiliation with civilian professional organizations.  All MSC officers are encouraged to participate in organizations that complement or promote the goals of the Air Force, the MSC, and the individual.  There are certain organizations which, based on selected criteria, are identified as being board certification granting bodies.  These criteria include the successful passing of a written and oral examination, education and professional development resources, continuing education opportunities, and recertification mechanisms.  Affiliation and advancement in these organizations are particularly encouraged. AFI 41-104, Professional Board and National Certification Examinations, provides for the reimbursement of the costs of examinations.  Examples of these organizations include the American College of Healthcare Executives and the American Academy of Medical Administrators.
Eligibility Criteria for Application to the MSC
Number of Applications:  Individuals will be allowed to meet 2 consecutive accession boards; however, to apply a third time, the Director of the Medical Service Corps must grant a waiver.  In deciding to meet a 3rd accession board it is important to consider whether there is significant improvement in your record to influence a change in the board members’ scoring.
Education:  IAW AFI 36-2005, Chapter 7, the following degrees are acceptable for application into the MSC:

Graduate degrees:  Health Care Administration, Hospital Administration, Public Administration, Business Administration, Business Management, Information Systems Management, or business related equivalent.

Undergraduate degrees:  Accounting, Business Administration, Computer Science, Information Systems, Economics, Finance, Health Care Administration, Marketing, Business Management, Public Administration, Clinical or Health Systems Engineering, Operations Research or other related business equivalent.

When requesting approval for degrees not listed; the degree must be closely related to a business field and applicant must have completed the administrative discipline courses within the related degree.  Courses include:  finance, accounting, statistical analysis, marketing, and economics.  Degrees lacking in any areas are considered non-qualifying.  Any degree which is not listed must be forwarded by Fax to AFPC/DPAMS – 210-565-4240 for review and approval prior to submission of Application Package.
Guard/Reserve Requirements:  Air National Guard (ANG) and Air Force Reserve (AFRES) MSC officers who do not have the a qualifying degree will be considered for recall to active duty if they meet the following two conditions:

1.  They must have a minimum of three years experience in the ANG or AFRES MSC.

2.  They must have completed the Health Services Administration course prior to meeting the selection board.

GMAT/GRE Scores:  GMAT/GRE scores from an examination taken within the last five years are required for all applicants.  The desired scores are 1000-GRE (verbal and quantitative) or 500-GMAT.  The question of why an individual with a master’s degree needs these tests scores often arises--the bottom line is that not all master’s degrees are equal and these scores are used by the selection board as a discriminator amongst applicants.

Grade Point Average (GPA):  The desired GPA for the qualifying degree is 2.75 or above.


Age:  An individual MUST be commissioned before they reach age 40 unless otherwise waived.

Time in Service:  Interested applicants with 14 years time-in-service or more will not be considered for an MSC commission.  Individuals with more than 10 years time in service, but less than 14 years time in service, will require a waiver from the senior MSC interviewer.
Constructive Service Credit

AFI 36-2005, para 2.18. outlines constructive service credit requirements.  An individual graduate who holds a degree may be awarded credit equivalent to the number of months required by a full time student to complete the master’s degree the candidate holds from the candidate’s school as verified by the Dean of the educational program.  The Constructive Credit evaluation is required to be completed prior to taking the Oath of Office, and must be approved by HQ AFPC/DPAMS.  Each applicant is required to submit a Length of Program Letter signed by the Dean of the masters program as part of this calculation.  The master’s degree course work must be completed prior to the individual’s oath of office for constructive service credit to be granted.  While the diploma does not have to be issued prior to the oath, the letter on college/university letterhead must reflect degree completion as of the day of or any day prior to the administration of the member’s oath into the USAF MSC.

Note:  Constructive credit will only be granted to the individual if the degree earned is a qualifying degree for a MSC commission (see “Eligibility Criteria”) or civilian work experience is accomplished in a MSC core competency.

Waivers

The interviewing MSC initiates the waiver process.  The interviewing MSC must specifically address why a waiver is required (number of times applying, time in service, age, etc.) and the reasons the waiver should be granted.  For instance, if the applicant has significantly improved his/her record since their last application or has unique qualifications that would serve in the best interests of the MSC, a waiver might be justified.  This waiver will be sent by the interviewing MSC directly to HQ AFPC/DPAMS for coordination, and it will then be forwarded to the MSC Director for approval.

The goal of the waiver process is to provide flexibility for unique cases and approvals will be granted accordingly.

MSC Accession Board

The MSC Accession Selection Board selects qualified applicants from military and civilian sources for commissioning in the USAF.  This board is held annually, normally in October, with three senior MSC officers appointed as board members.  Board members determine the applicant's potential to serve as a military officer using the “whole person concept” in addition to demonstrated performance, and leadership qualities.  Additional boards may be scheduled if the yearly accession goal is not met in October.
Applications Procedures
To obtain an application, you first fill out a questionnaire located on our website (www.afpc.randolph.af.mil) and fax that to us.  Once you enter our website, follow the “Officer” link, then “Medical Officer Info”, then “Medical Service Corps”.  The information is under “Accessions”.  The questionnaire that is submitted will be used to verify whether you qualify to meet the board.  If additional information is required, the applicant will be contacted.
Civilian applicants apply through an Air Force Health Professions Recruiter. The recruiter submits the application package, completes the Executive Summary Report/Application Checklist, and arranges for the Colonel’s interview.

Enlisted applicants request application packages from HQ AFPC/DPAMS via the website.  Military applicants must complete the Executive Summary Report/Application Checklist prior to arranging the Colonel’s interview.

Officers (Line and Non-MSC)  must provide a Release Statement prior to beginning the application process IAW AFI 36-2106, Competitive Category Transfer.  This letter indicates that the officer will be released from the career field if selected for the Medical Service Corps.  If this release is denied, or not completed, the application cannot be processed.  Active duty officers must contact HQ AFPC/DPPPOC at DSN 665-2975 to begin this process.  In order to ensure applicants are qualified to meet the board (education and release requirements met), please request that the members call HQ AFPC/DPAMS directly at DSN 665-4094.  Members must have conditional release from their career field managers prior to meeting the accession board.  Any individual that does not have the appropriate release will not be allowed to have his/her package meet the accession board.  Many times, it is not possible to obtain release because of active duty service commitment and/or manning in the career field.
USAF Academy and ROTC applicants will receive an annual message advising cadre and students of application procedures and deadlines.

Active duty officer applicants from other services must submit applications to HQ AFPC/DPMAPP3 (DSN 665-2068) following their respective service’s guidelines.

Enlisted applicants from other uniformed services must have a discharge order in hand (DD Form 214) and can apply through their local Air Force Health Professions Recruiter and Air Force Recruiting Service.

Reservists from any service and National Guardsmen will apply through their local Air Force Health Professions Recruiter and Air Force Recruiting Service.  A conditional release statement from the service is required for application.

Application Package
Application package requirements are outlined in AFI 36-2005, Chapter 3, and are listed on the Executive Summary Report/Application Checklist on pages 11 and 12 of this guide.  Each applicant category has specific requirements, however, all packages must include the following:

1. Executive Summary Report/Application Checklist

2. AF Form 24, Application for Appointment as Reserves of the Air Force or USAF Without Component (Enlisted and ROTC only)

3. Applicant Questionnaire – no longer than one page, answering two questions:
a.  “Why do I desire to become an Air Force MSC Officer?”

b.  “What do I have to offer the AF Medical Service?”

4. Letters of Reference (Max of 3)
5. Transcripts (Official, Raised Seal, Not Issued to Student Copy) from all schools attended

6. Professional Test Scores (GMAT/GRE) Use our office code 6900
7. UCMJ Letter/AF Fitness Program Letter
8. MSC Board Information Sheet

9. List of Assignment Preferences (plain bond paper)
10.  Confidential interview from an active duty Air Force MSC Colonel at his/her location or closest Air Force Base.  If a Colonel MSC is not assigned to the closest base, that base will help coordinate the MSC Colonel interview.  Telephone interviews will not be accepted

a.  Completed civilian interviews should be faxed by the interviewer to HQ 
AFRS/RSOOA at DSN 487-0296
b.  Completed military interviews should be faxed to HQ AFPC/DPAMS at DSN 665-4240
11.  Performance Reports (Enlisted-All;  Officers-All;  Prior Service – All)
What happens if selected?  When individuals are accessed to become MSCs, they attend Commissioned Officer Training (COT).  After COT, the individual will attend Health Services Administration school which is approximately 11 weeks long.

MSC Colonel Interview Checklist

The documents listed below will be forwarded by the applicant (or recruiter) to the interviewing MSC Colonel NLT 5 duty days prior to the scheduled interview:

· Signed Executive Summary Report/Application Checklist (see pages 11 and 12)

· AF Form 24, Application for Appointment as Reserves of the Air Force or USAF Without Component 

· One-page letter addressed to MSC Selection Committee stating why appointment is desired and what the individual has to offer the MSC

· Required letters of recommendation (if available)

· Copy of diploma of degree completion letter

· Official transcripts of all college work

· GMAT/GRE test scores 
· Performance Reports

· Prior service records or resume (civilian applicants)

Executive Summary Report

Applicant’s Name:____________________________DOB:_________________  

Waiver required:  yes/no

Address:______________________________________________________________

Current Status (AD rank & TAFMSD, Student, Cadet, Civilian):____________________

Assigned Unit/Employer/School:___________________________________________________                                             

Education (School/Degree/Year):___________________________________________________

Test Scores (Test/Date):_____________________________

Professional Organization Membership:_____________________________   

Board Certification:  Yes/No

Application Checklist

The following documents have been received as part of this applicant’s package:

· AF Form 24, Application for Appointment as Reserves of the Air Force or USAF Without Component (in duplicate)

· One-page letter addressed to MSC Selection Committee indicating why appointment is desired

· 3 letters of recommendation (max)

· Copy of diploma of degree completion letter

· Official transcripts from all colleges attended

· GMAT/GRE scores

· Prior Service Records, to include DD Form 214 for prior enlisted members (if applicable)

· Results of appropriate security investigation (if available)

· Conditional release from parent uniformed service (if applicable)

· DD Form 785, Record of Disenrollment From Officer Candidate-Type Training (if applicable)
· AF FM 422 – Physical Profile Serial Report (AD enlisted submit physical examination documents only after selection for appointment)

· SF 93 and SF 88 for ROTC, USAFA and Civilians and USAFA

· DD Form 2808 – Report of Medical Examination – for ROTC, USAFA and Civilians

POSITION DESCRIPTIONS (PDs)

To help you gain a better understanding of some of the roles MSCs may have at the medical treatment facility, below are some positions descriptions drafted by the 1997-1998 Young Healthcare Administrator Focus Group.

Job Title:  Business Operations and Beneficiary Services Flight Commander
Objective:  Plan and coordinate business services to optimize facility resources while ensuring high quality medical services to all beneficiaries.

Job Description:  Leads a staff of ________ personnel who manage a wide variety of fiscal and business programs including a $_____ million dollar financial management program,  _______ manpower authorizations.  Responsible for the development and mentoring of _____ military officers. Provides direction, guidance and oversight for all managed care programs including referrals, TRICARE, marketing and enrollment. Manages strategic resourcing and planning activities to include enrollment based re-engineering, outsourcing and privatization, and resource sharing activities. Key author of the Mission Support Plan. Consolidates information required to develop sound business strategies and perform analytical studies; monitors and recommends improvements to business practices and facility profitability and advises the Executive Committee on ways to optimize resource use and hospital capabilities. Develops and implements business plans to increase capabilities, improve access and lower overall government cost.  Advises MTF executive staff on business impact of facility initiatives and programs to include enrollment based capitation. Coordinates enrollment based capitation efforts across resource management and managed care.

RESPONSIBILITIES:

Core:

· Focal point for the Executive Committee on all resource related issues

· Oversight for MTF financial programs to include budgeting, allocation, execution and


cost center management

· Ensures optimum use of resources and implements cost containment initiatives

· Consolidates information/systems required to develop sound business strategies

making them available to facility management in easy to understand formats

· Arranges for meaningful analyses to assist facility leadership in decision making

· Performs economic analysis to include profitability, make vs. buy

· Performs Business Case Analysis and/or uses the Strategic Resourcing 

Portfolio (SRP) for business driven resource decisions

· Preparation of cost performance data for the purpose of developing cost 


standards and disclosing areas of costly resource consumption

· Oversees preparation of  information summaries showing organizational


capability to perform assigned missions and to estimate future requirements

· Provides economic analysis to include profitability, make vs. buy,…

· Ensures efficiency, productivity and utilization studies are conducted to


identify and correct areas where resources are ineffectively utilized

· Provides cost analysis to develop cost standards, disclosing areas of costly 


resource consumption

· Conducts profitability studies to identify weak services that require corrective 

      or O&P action

· Ensure flight members are trained and familiar with a variety of automated tools to 


collect data for analysis and presentation to include AFPMT, CEIS, ADS Business

Objects, MEQS

· Consolidates effort to manage enrollment-based capitation, developing a team who 


addresses the range of issues from enrollment, to utilization, to resourcing

· Responsible for the manpower program and ensuring consistency with enrollment-

based resourcing

· Plans for and arranges for alternate manpower resourcing, such as manning 


assistance, reserve or guard days to offset deficits

· Prepares analysis into clear and concise organizational briefings for executive 


management

· Initiates, develops and implements business proposals that increase the capabilities of the MTF, improve access to beneficiaries, and lower overall cost to the government

· Performs analysis of current direct care delivery systems and business practices; develop strategies to meet changing needs of MTF and beneficiaries

· Evaluates current utilization and referral patterns and recommend improvements

· Implement strategies through close coordination with multiple functional areas and clinic departments

· Educates MTF leadership on managed health care principles and strategies, emphasizing applicability to TRICARE

· Performs Data Quality Management oversight for ADS, CHCS and  MEPRS  to include SIDR and SADR data

· Responsible for SRP execution, analysis and recommendations for senior leadership

Variable:

· Manages officer/enlisted staffing

· Associate Administrator

Working Relationships & Authority Boundaries:

Reporting Official:  Medical Support Squadron Commander

Advises and Coordinates: Advises executive committee on cost containment and resource utilization strategies. Establishes close working relationship with the base/wing financial management office, and the base/wing plans and programs office. Works closely with the MTF logistics and TRICARE flight chiefs to initiate, develop and implement business proposals that increase the capabilities of the MTF, improve access to beneficiaries, and lower overall cost to the government.

Supervises:  All personnel assigned to the flight.

Job Requirements:

Business degree required.  Must have strong analytical, interpersonal, and communication skills.  Should be computer literate with skills in word processing, spreadsheet and presentation/graphics software.  Must be able to assimilate large quantities of data and work issues in a wide variety of areas.  Experience with performing business case analysis required.  Demonstrated verbal and written communication skills a must.

Minimum Requirements by Facility Size:

Level 6 & 7: Business degree (MHA or MBA preferred);  Previous assignment in RMO or Managed Care.

Level 8 & 9: MHA or MBA;  previous assignment in RMO, Managed Care or BOBS.
Level 10: MBA or MHA degree;  Four years experience in RMO and/or Managed Care.  Previous assignment as BOBS Flight Commander preferred

Job Title:  Business Analysis Flight Commander
Objective:  To provide the MTF with the business tools and knowledge to optimize services and resources in order to provide our beneficiaries the best access to high quality cost effective health care.

Job Description: Supports ______ staff personnel, _____ outpatient services,  ______ inpatient services with business information and analysis to optimize services and product lines.  Initiates, develops and implements business proposals to increase capabilities of the hospital, improve access to beneficiaries and lower overall costs to the government.  Consolidates information required to develop sound business strategies, perform analytical studies using accepted statistical and costing methods.  Manages major data systems to include MEPRS, ADS, and CEIS.  Ensures data quality and consistency among the systems.  Oversight for biometrics and WWR/ROP functions. Key advisor to the MDG executive leadership on strategies for keeping the hospital viable and optimizing MDG business management.  Primary analyst for strategic resourcing portfolio (SRP) and other analysis tools.  Expert on cost benefit, make versus buy analyses, outsourcing and privatization, resource sharing/support proposals, and major service review/change analyses.  Leader for strategic resourcing, mission support planning.

RESPONSIBILITIES:

Core:

· Consolidates information and systems required to develop sound business strategies making them available to facility management in easy to understand formats

· Maintains the MEPRS program

· Audits and tracks the MEPRS cost and workload data 

· Analyzes significant variations in fiscal quarter 

· Trains medical personnel in MEPRS procedures and requirements 

· Monitors the data collection process 

· Audits reported workload and assigned expenses 

· Reviews Expense Assignment System (EAS) output products and validates the 


DOD MEPRS 

· Manages the ADS program

· Ensures clinic personnel are adequately trained in coding and system use

· Provides audit of ADS encounter sheet coding

· Monitors, tracks and enforces completion rates by service

· Ensures encounter sheets are appropriate for the service

· Coordinates with Information Technology Flight to ensure appropriate system access and functionality

· Ensures optimization of coding within legal parameters 

· Oversight for the CEIS program

· Ensures personnel are familiar and trained with capabilities

· Works with the Information Technology Flight to ensure appropriate systems access and functionality

· Provides ad hoc and standardize reports for the MTF

· Performs Data Quality Management oversight for ADS, CHCS and  MEPRS  to include SIDR and SADR data

· Ensures systems reflect accurate information

· Audits and trains facility personnel in data reporting

· Monitors timeliness and consistency 

· Corrects deficiencies by identifying problem and proposing and implementing facility solutions

· Uses database trend analysis, on-site record audits and targeted education programs

· Provides timely and accurate ROP/WWR reports to higher headquarters

· Facility expert on SRP execution

· Ensures accuracy of data input to include mapping, workload and costs

· Analyzes output and prepares recommendations for RMO, Managed Care and Senior Leadership

· Uses a variety of  automated tool to collect data for analysis and presentation to 


include AFPMT, CEIS, ADS Business Objects, MEQS,…

· At regular intervals, provides meaningful analyses to assist facility leadership in 


decision making

· Performs economic analysis to include profitability, make vs. buy,…

· Provides cost analysis for the purpose of developing cost standards, disclosing 

areas of costly resource consumption 

· Conducts efficiency, productivity and utilization studies to identify areas where 

resources are ineffectively utilized 

· Conducts profitability studies to identify weak services that require corrective or  

O&P action

· Uses benchmarking and accepted statistical methods in analysis

· Evaluates current utilization and referral patterns and recommend improvements

· Supports other flights and elements in developing business oriented plans, metrics 


and analysis

· Based on analysis, Managed Care or management input recommend resource 


sharing and support opportunities and conduct required financial analysis

· Prepares data summaries and metrics showing organizational capability to perform 

assigned missions and to estimate future requirements

· Performs analysis of current direct care delivery systems and business practices; develop strategies to meet changing needs of MTF and beneficiaries 

· Implements strategies through close coordination with multiple functional areas and clinic departments 

Working Relationships and Authority Boundaries: 

Reporting Official:  Support Group/Squadron Commander or Business Operations Flight Commander

Advises and Coordinates:  Advises executive staff on business strategies to include increasing productivity, efficiency, profitability.  Advises and coordinates with group/support squadron commanders and flight chiefs to ensure optimal implementation and execution of  strategies.  Establishes close working relations with Information Technology, RMO, Managed Care and with clinic flight chiefs.

Supervises:  Business Analysis personnel (may include MEPRS manager, ADS manager, Biometrics clerk and/or NCOIC) 

Job Requirements:

Must have strong business skills in areas of analysis and information systems.  Needs to understand all functions within the MTF particularly clinic operation.  Should be very computer literate particularly in spreadsheets, presentation/graphic software and business objects.  Must be excellent communicator, coordinator, and team builder to succeed in this position. 

Minimum Requirement by Facilities Size:

Level 6 & 7: Business degree to include statistics; 1 previous MSC position desirable 

Level 8 & 9: Business degree to include statistics (MHA or MBA preferred); at least 1 year experience in RMO or TRICARE 

Level 10: MHA or MBA; at least 3 years of recent, combined experience in RMO, Business Analysis or TRICARE desirable
Job Title:   Chief Information Officer (CIO)

Objective:  Plan, organize, direct and control the information flow for the facility in order to increase the quality of patient care.

Job Description: Directs operations of the Information Systems Flight serving a health care staff of _____ and patient population of ______.  Develops and implements aggressive strategic plans to exploit rapidly improving systems technology for benefit of ______(MTF).  Advises senior MTF staff on fiscal and strategic plans related to communication and information systems. Evaluates current information systems processes and advises executive committee on improvements to meet user needs and optimize MTF capabilities.  Leads staff of ______ responsible for development and implementation of  ______  programs, networks, systems education and user training programs. (If applicable) Provides technical oversight of  $ _________ systems contracts for (MTF).  Liaison between government and contractor personnel to ensure timely and effective performance of contractual obligations.

RESPONSIBILITIES:

Core:

· Oversight of all associated communication systems, computer hardware/software assets, facility infrastructure,  to facilitate the efficient and effective flow of information throughout the facility.

· Leads, coordinates, and supports internal and external communication, information systems technology and information management initiatives in order to enhance the quality of patient care

· Provides guidance and expertise to the organizations’ Information Management Committee through the understanding of cross-functional teamwork and knowledge of all areas of the facility

· Interacts with MTF staff, health care providers, and patients to understand their systems requirements and develop a customized response to meet each customer's need in a timely, cost-effective fashion 

· Provides data on and expert analysis of computing operations using established measurement and evaluation techniques or devising new ones as required 

· Performs analysis of current communication and information systems; implement corrective actions and develop strategies to integrate new/improved technologies with existing systems in order to improve the information flow/management within the facility

· Designs or acquires methods for data collection and presentation in the military health care environment Educate MTF staff on effective use of communication, information systems, data transfer, data integrity, information security and information management

· Identifies and exploits all existing data sources on medical information systems in order to have an effective and efficient flow of information throughout the facility

· Performs or directs the implementation, testing, and documentation of software and hardware systems development projects 

· Establishes priorities and timelines for implementing new technologies 

· Manages development and maintenance of Local Area Networks (LANs), Wide Area Networks (WANs), and e-mail systems 

· Interacts with peers and appropriate agencies to share knowledge of  hardware and software problems/solutions 

· Primary interface between MTF, MAJCOM, on information systems and information management

· Provides or arranges for expert technical advice and support for staff, providers, and patients 

· Establishes methods to analyze and integrate information from diverse sources and systems 

· Develops and executes effective fiscal strategies, prepares budget projections and finalize annual budget for the Information Systems Flight 

· Ensures inventory of MTF's information systems assets is properly maintained and controlled 

· Establishes and enforces quality assurance standards for information systems personnel and, where applicable, contract support personnel 

· Monitor contract compliance

· Ensures that Quality Air Force Inspection, Joint Commission on the Accreditation of Healthcare Organization and Health Service Inspection criteria are maintained and understood 

· Ensures that the data within the facility is accurate and that all areas falling under the Information Management flight operation in an effective an efficient manner

Variable:
· May expand responsibilities to information management which includes publications, forms, facility regulations, etc

· May include responsibility for communication systems and planning encompassing, beepers, phones, cellular phones, radios, voicemail system, 911 system, etc.

Working Relationship)s and Authority Boundaries:

Reporting Official:  Support Squadron Commander

Advises and Coordinates:  Advises members of Information Management Committee 

on the effective and efficient use of communication and information management systems in the facility. (Computer systems are not the only way to manage information in the facility.)   Advises executive staff on information systems procurement, installation and implementation.  Advises and coordinates with group/support squadron commanders and flight chiefs to ensure timely installation and optimal implementation of information systems.  Updates and advises (based on the facility structure) the executive staff on Information Management issues to include library material acquisitions, patient records, administrative services, mail distribution and other information transfer functions.
Supervises: Information Systems Flight personnel (May include contractor personnel)

(Depending on the size and structure of the facility, the CIO may only have direct responsibility for some of the items listed under the job description or job responsibilities.  In these cases, the duty title may not be the CIO, but the Chief of Systems, etc.)

Job Requirements:

Must be a flexible, well organized problem solver. Must quickly develop an understanding of all functions within the MTF. Should possess at least a general understanding of computer hardware/software (personal computers, local-area-networking (LAN), video teleconferencing (VTC) and software applications), library/educational materials, medical records, etc.   Must be excellent communicator, coordinator, and team builder, with the ability to deal in a tactful and diplomatic manner with all levels of the MTF staff, higher headquarters, Air Staff and civilian organizations. Should possess an understanding of computer hardware/software (personal computers, local-area-networking (LAN), video teleconferencing (VTC) and software applications), library/educational materials, medical records, 

Minimum Requirements by Facility Size:

Level 6 & 7: Business/computer/informatics degree; proven management experience in Information Systems/Information Management/RMO/Logistics/TRICARE desirable and an understanding of information flow in medical facilities. In addition, the individual needs to have a general understand the Joint Commission on Accreditation of Healthcare Organization and how to apply the requirements within a facility to increase the quality of patient care.

Level 8 & 9: Business/computer/informatics degree; proven leadership in Information Management with at least one year experience in RMO/Logistics/ TRICARE, preferably as Flight Chief and a clear understanding of the entire organizational structure within an MTF.  In addition, the individual needs to have a clear understand the Joint Commission on Accreditation of Healthcare Organization and how to apply the requirements within a facility to increase the quality of patient care.

Level 10: Business/computer/informatics degree, advanced training in Information Systems/Management; at least one year recent experience as Chief, Information Systems/Information Management Flight and/or three years of recent, combined experience as Chief of RMO, Logistics, or TRICARE; contract management experience desirable. In addition, the individual needs to have a clear understand the Joint Commission on Accreditation of Healthcare Organization and how to apply the requirements within a facility to increase the quality of patient care.

Job Title:  Director, Facility Managment 

Objective: To ensure the facilities assigned to the MTF are safe, clean, in good repair, and are adequate for the delivery of healthcare. 

Job Description: Coordinates facility programs to include physical maintenance, repair, and improvements to all buildings and utility systems. Programs and directs design of contract projects and evaluates construction of both minor and major projects.  Develops and controls a (dollar amount) facility budget. Responsible for implementing the space utilization plan for the facility and its outlying buildings. Advises the Commander on requirements and priorities for a long-range program of facility projects.  Manages and develops safety and fire training and inspection programs for assigned personnel. Focal point for all facility inspections. 

RESPONSIBILITIES:

Core:

· Develops and maintains long-range facility master plan 

· Programs and directs design of contract projects 

· Evaluates construction of minor and major projects 

· Ensures maintenance requirements are completed in a timely manner 

· Ensures medical buildings, utilities and communications systems are acquired, operated, and maintained to support medical operations and planned contingencies 

· Ensures compliance with appraise regulatory agencies, such as JCAHO, ADA, NFPA, OSHA, EPA, etc. 

·  Reviews proposed equipment installation requirements 

· Determines any subsequent facility modifications and utility needs 

· Ensures the emergency power system is adequate and reliable 

· Develops and manages the energy efficiency programs 

· Responsible for ensuring the proper removal, treatment, storage and disposal of regulated waste 

· Performs associated project management activities and facility modernization initiatives 

· Develops and maintains administrative plans, records, and reports related to the physical plant 

· Responsible for the implementation of space plans for the facility and outlying buildings 

· Responsible for maintenance of current architectural drawings, plans, diagrams, and other records for each facility designated with a medical real property category code 

· Manages all housekeeping contracts, serving as QAE 

· MTF Fire Marshall

Variable:

· Unit safety representative 

· Member, safety committee 

· Directs in-house Civil Engineering work force 

· May be appointed to security team and/or damage assessment team under the Disaster Casualty Control Plan (DCCP) 

· MILCON project coordinator and supervisor 

· Recorder, Management of Environment of Care Committee 

Working Relationships and Authority Boundaries: 

Reporting Official:  May report directly to any of the following: Chief, Medical Logistics Flight; Commander, Medical Support Squadron; Administrator, Medical Group; Commander, Medical Group 

Advises and Coordinates:  Advises Executive Staff on all facility projects. Coordinates with all sections of the facility and provides guidance and advise on all maintenance requests and procedures. 

Supervises:  All personnel assigned to Facility Management 

Job Requirements:

Must posses strong teamwork and organizational skills, with demonstrated written and verbal communication skills.  Should possess quality assurance evaluator (QAE) experience.  Must be familiar with and able to ensure compliance with all regulatory agencies requirements.  Business or engineering degree required, with familiarity of business case analysis preferred.  Should be familiar with computer systems, to include data base management and spreadsheets.  Should have knowledge of contract management. 

Minimum Requirements by Facility Size: 

Level 6 & 7: Business or engineering degree; no prior experience 

Level 8 & 9: Business or engineering degree; 1 yr experience at a level 6 or 7 facility 

Level 10: Business or engineering degree; minimum of one assignment at a level 8 facility

Job Title: Group Practice Manager 

Objective: To provide expert council to the service commander on all business and personnel issues. Provide guidance, organize and coordinate all administrative function for all elements within the assigned service (flight) with the intent of maximizing efficiency, resources and customer satisfaction. 

Job Description: Responsible for cost effective, high quality health care services for ______ providing services to _____  beneficiaries. Supports _______ professional staff and supervises________ member support staff providing ______ inpatient admissions annually and ______outpatient visits annually.  Manages all flight business and administrative requirements, including budgeting, scheduling, productivity, logistics, and beneficiary satisfaction.  Coordinates all health care issues with primary and subspecialty clinics, assuring optimal quality, access, and cost efficiency.  Plans, implements, directs, coordinates, monitors, controls and evaluates specific functions, services, programs and facilities associated with flight activities with an emphasis on improving clinical performance and customer satisfaction.  Performs analysis and provides business perspective on all flight operations.  Identifies most cost-effective procedures and product lines.  Develops strategies streamlining operations and increasing efficiency.  Assists providers and professional, support and administrative staff in optimizing patient care and clinical processes.  Responsible for _________ equipment.  Financial manager for ______budget and all negotiated contracts. 

RESPONSIBILITIES:

Core:

· Responsible for strategic planning and tracking for the flight 

· Flight expert on all managed care/TRICARE issues and strategies 

· Ensures timely review, analysis, adjustment and implementation of flight marketing strategies occurs

· Develops flight resource projections and budgets submissions.  Recommends resourcing  based on thorough knowledge of policies, costs, and operating procedures

· Monitors and improves flight productivity, patient access/satisfaction and develops strategies to streamline operations 

· Responsible for all day-to-day process improvements 

· Ensures and/or performs follow-up evaluations of any process improvements

· Develops and implements metrics addressing service, quality, efficiency and cost effectiveness 

· Monitors, analyzes and assesses flight clinical activities, including patient scheduling, medical records and clinical operations using a variety of tools, to include, but not limited to, CEIS, AFPMT, MEPRS,…

· Responsible for all human resource issues, proactively identifying and resolving problems

· Ensures compliance with and tracks all readiness requirements 

· Provides interface with, plans for, and ensure all logistic and resource requirements are met 

· Identifies and implements all information management/systems requirements and improvements 

· Develops and oversees comprehensive facility/equipment replacement/improvement plans 

· Responsible for JCAHO/HSI (and/or other required accreditation organizations) preparation and compliance to include delegation of clinical preparation 

· Oversees the data quality and timeliness of the business systems (ADS, CHCS, MEPRS, etc.)

· Conducts business case analyses and provides business perspective on all flight operations 

· Identifies most cost-effective procedures and product lines, determining which flight product lines are produced within the facility and which are contracted

Variable:

· Responsible for interactions with surgical/medical/ancillary administrators 

· May be dual-hatted as Element Chief of Outpatient Clinic 

· Responsible for identifying surgical equipment/scheduling needs dependent upon flight 

· If a primary care, service monitors enrollment and capacity

Working Relationships and Authority Boundaries: 

Reporting Official: Flight Commander 

Advises and Coordinates: Advises service commander on all administrative functions. Advises and coordinates with all sections of facility to ensure optimal production of cost-effective high quality product lines. Dependent upon size of facility, coordinates and interacts with appropriate civilian facilities. May also be identified as the Deputy Flight Chief. 

Supervises: All health services management technicians assigned to flight to ensure optimal utilization of skills. If dual-hatted as Element Chief, all appropriate personnel, including clinical staff, should report directly to the Flight Administrator. 

Job Requirements:

Must possess strong negotiating skills with strong emphasis on consensus and team building skills. Bachelors degree in health care discipline or business/management discipline.  Masters degree in business/management discipline desirable. Completion of Quality Air Force Tools and Techniques desirable; skills in initiating and monitoring continuous quality improvement activities required. Understanding of clinical operations and product lines required.  Well-developed knowledge of TRICARE/managed care issues and strategies required.  Knowledge of marketing and ability to think strategically are necessary.  Knowledge of fiscal management systems and techniques and computer systems (ADS, CHCS, CEIS) and applications (word processing, spreadsheets, graphics,…) required.  Minimum of one prior assignment in Resource Management, Logistics, and/or TRICARE preferred. Experience in performing business case analyses required. Strong analytical skills with demonstrated verbal and written communication skills preferred.   Skill in exercising initiative, judgement, problem-solving and decision making.

Minimum Requirements by Facility Size: 

Level 6 & 7: Business degree; with one prior assignment in RMO, Logistics, and/or TRICARE preferred 

Level 8 & 9: Business degree; one prior assignment in RMO Logistics, and/or TRICARE required 

Level 10: Business degree; minimum of one prior assignment in RMO, Logistics, and/or TRICARE preferred; one year as Group Manager required 

Job Title: Medical Logistics Flight Commander
Objective: Provide effective and efficient logistics support including  materiel, contract services, equipment management, biomedical engineering and facilities management.  Oversees management of  the environment of care.  Advises Executive Staff on major equipment purchases, oversees requests for major furniture, supply, and equipment purchases throughout the entire facility.  Ensures the optimal acquisition, storage, sales, and distribution of materiel and equipment.

Job Description: Leads work force of ___personnel who acquire, distribute, manage and maintain supplies, services, equipment and facilities for over ____personnel in this (____ bed hospital/_____ visit outpatient clinic/largest Air Force Medical Center).  Responsible for annual acquisition of consumables valued at $_____ million, equipment valued at $_____ million, contract services valued at $____ million.  Responsible for management and maintenance of in-use medical equipment valued at over $____ million, and ____ square feet of space in ____ structures, valued at more than $_____ million, including a self-contained energy plant producing _____megawatts of constant power for the medical campus.  Maintains war reserve assemblages and supports _____ deployable personnel. 

RESPONSIBILITIES:

Core:

· Responsible for ensuring optimal availability of medical supplies, equipment, technology and services 

· Responsible for the efficient and cost effective procurement and maintenance of all equipment, supplies,  and technology throughout the facility 

· Identifies and implements Forward Logistics where applicable 

· Responsible for medical materiel support to using activity accounts 

· Accountable for the effective and efficient management of the Medical/Dental Division of the Air Force Working Capital Fund

· Develops and monitors all investment and medical equipment programs 

· Develops and reviews annual and one-time contracts 

· Manages medical war reserve materiel (WRM), ensuring wartime readiness capability 

· Identifies and budgets for biomedical equipment replacement and maintenance 

· Manages assigned medical facilities to ensure optimal healthcare delivery 

· Ensures all life safety code standards are met and enforced 

· Ensures all facility malfunctions are corrected in a timely manner with minimal patient care disruptions 

· Directs assigned clinical engineering element 

· Advises commander for facility, medical, non-medical, and communication equipment, supplies, WRM, linen, procurement, and communications areas 

· Responsible for compliance with all accrediting and inspection organizational requirements (JCAHO, CAP, HSI, etc.) 

· Primary advisor and member of the Safety and Infection Control Committees

Variable:

· Hazardous Communication (HAZCOM) officer 

· Responsible for facility recycling program 

· Contracting Officer 

· Vehicle Control Officer 

· Member of the Medical Control Center during contingency operations 

· May be assigned a position on an air transportable hospital 

Working Relationships and Authority Boundaries:

Reporting Official: Commander, Medical Support Squadron 

Advises and Coordinates:  Advises Executive Staff on all procurement issues. Advises and coordinates with all sections of the facility to ensure the most cost-effective purchase and usage of all necessary supplies and equipment. 

Supervises: Superintendent of Medical Logistics. May also supervise NCOIC, Medical Materiel, NCOIC, Biomedical Equipment Repair and Facility Manager. 

Job Requirements:

Must possess strong leadership and management skills, with demonstrated verbal and written communication skills.  Excellent interpersonal and teamwork skills are imperative.  Ability to evaluate, analyze, and identify process improvements needed. Must have experience with business case analysis and the ability to perform cost-benefit analyses.  Business degree required.  Must be able to effectively manage multiple functions, large numbers of employees, and assets. 

Minimum Requirements by Facility Size:

Level 6 & 7: Business degree; no prior experience internship or some experience desired for level 7 

Level 8 & 9: Business degree; one prior assignment at a level 6 or 7 facility 

Level 10: Business degree and two assignments at lower level facilities or one MAJCOM level Logistics assignment 

Job Title:  Managed Care Flight Commander
Objective: Plan and coordinate health care delivery to optimize facility resources while ensuring high quality medical services to all beneficiaries. 

Job Description: Directs operations of the TRICARE Flight serving over _____ staff members and ______ beneficiaries. Develops and implements plans and programs to ensure beneficiaries receive timely access to high quality, cost effective health services. Analyzes workload and financial data related to TRICARE operations at (MTF). Evaluates current health care delivery processes and advises executive committee on improvements to optimize MTF capabilities.  Leads staff of ______.  Responsible for development and implementation of Memorandum Of Understanding, internal and external sharing and support agreements, TRICARE education and marketing programs, beneficiary enrollment, and patient referral procedures. (If also COTR: Provides technical oversight of $ _________ TRICARE contract for ______(MTF). Liaison between government and contractor personnel to ensure timely and effective performance of contractual obligations.  Advises senior MTF staff on contracting issues related to TRICARE.)

RESPONSIBILITIES:

Core:

· MTF subject matter expert on managed health care principles and the TRICARE program 

· Initiates, develops and implements business proposals that increase the capabilities of the MTF, improve access to beneficiaries, and lower overall cost to the government 

· Performs analysis of current direct care delivery systems and business practices; develop strategies to meet changing needs of MTF and beneficiaries 

· Evaluates current utilization and referral patterns and recommend improvements 

· Implements strategies through close coordination with multiple functional areas and clinic departments 

· Performs analysis of current direct care delivery systems and recommend corrective actions as required 

· Determines financial impact of TRICARE program on MTF and Catchment/service area 

· Evaluates changes in MTF utilization or case mix impacting TRICARE contract price 

· Advises executive staff on preventive and corrective measures for cost avoidance 

· Identifies and develops resource sharing and resource support opportunities 

· Negotiates for optimal balance of government and contractor resources 

· Monitors and analyzes resource sharing and resource support programs to ensure effective and efficient operation and cost savings 

· Primary interface between MTF, Lead Agent, and MAJCOM counterpart for TRICARE issues 

· Develops and maintains Memorandum Of Understanding (MOU) in support of TRICARE 

· Represents commander in negotiation of balanced workload agreement, referral process, primary care assignment, enrollment levels, information systems interface, and procedures for resource sharing/support proposals, utilization management and executive meetings 

· Coordinates MOU with executive MTF staff, contractor staff, and Lead Agent staff 

· Ensures implementation of MOU requirements 

· Negotiates and coordinates Memoranda of Understanding with other federal and medical agencies providing support services not identified in the TRICARE contract 

· Develops and integrates local strategies to encourage appropriate TRICARE enrollment 

· Close coordination with Resource Management Office to monitor and report impact of enrollment on EBC budget and manpower resources

· Monitors, tracks , analyzes and reports enrollment and re-enrollment trends

· Develops and integrates marketing strategies to meet enrollment targets

· Coordinates marketing activities with contractor, Public Affairs and Lead Agent staff 

· Ensures MTF's capabilities and services are accurately and effectively portrayed in materials and briefings 

· Manages rate and scope of TRICARE enrollment 

· Educates MTF staff  and patients on managed health care principles and strategies, emphasizing applicability to TRICARE 

· Analyzes contractor's reports and advise executive staff on status of TRICARE implementation and initiatives 

· Facilitates contract surveillance 

Variable:

· Direct Patient Administration functions, such as, medical records, appointments, etc. 

· Manage Third Party Collection (TPC) program 

· Contracting Officer Technical Representative (COTR) 

· Utilization Management (UM) responsibilities 

· Quality Assurance responsibilities 

· Aerovac program

Working Relationships and Authority Boundaries: 

Reporting Official: Support Group/Squadron Commander 

Advises and Coordinates: Advises executive staff on managed care strategies. Advises and coordinates with group/support squadron commanders and flight chiefs to ensure optimal implementation of managed care strategies. TRICARE liaison between MTF staff, contractor staff, Lead Agent staff, and MAJCOM staff. Depending on location, coordinate with local or referral MTFs and other federal agencies, such as, the Veterans Administration. 

Supervises: TRICARE Flight personnel (May include COTR, HBA, and superintendents/NCOICs of TRICARE and/ or Patient Administration functions) 

Job Requirements:

Must have strong business skills in areas of financial analysis, marketing, negotiation and persuasion. Need to be a global thinker with understanding of all functions within the MTF. Must be excellent communicator, coordinator, and team builder to succeed in this position. 

Minimum Requirement by Facilities Size:

Level 6 & 7: Business degree; experience in RMO or TRICARE is desirable 

Level 8 & 9: Business degree; at least I year experience in RMO or TRICARE, -preferably as Flight Chief 

Level 10: Business degree; at least 3 years of recent, combined experience as Chief of RMO or TRICARE; contracting experience desirable

Job Title:  Medical Readiness Flight Commander

Objective: To provide leadership and daily management of medical readiness function and to ensure the medical facility is adequately resourced and trained to respond to peacetime and wartime contingencies.

Job Description:  Prepares _______ medical facility/personnel to provide or arrange for care of casualties resulting from wartime and peacetime disasters and contingencies. Leads facility through planning, exercising, training, and implementing appropriate medical response plans to accomplish assigned missions. Formulates mobility operating procedures. Assigns personnel to mobility and contingency positions and ensures medical readiness training for personnel is conducted. Serves as medical readiness advisor to MDG commander and liaison to the Wing. Assists in oversight and reports readiness of war reserve materiel projects valued at millions dollars.  Administers Medical Readiness Staff Function and serves as a member.  Supervises _______ readiness personnel.

RESPONSIBILITIES:  

Core:

• 
Advises executive staff and coordinates on all medical readiness planning 

• 
Develops medical estimate and identifies classified organizational limiting factors 

• 
Prepares, maintains, and publishes all medical contingency plans 

• 
Prepares medical information needed for base and wing level mission planning documents 

• 
Prepares medical mobility operating procedures for the base mobility plan 

• 
Monitors personnel unit taskings and coordinates assignment of personnel to UTCs 

• 
Maintains individual personnel readiness folders 

• 
Identifies weapons requirements for UTC taskings 

• 
Establishes medical mobility control center when needed 

• 
Develops annual calendar covering proposed readiness training events 

• 
Plans, coordinates, and conducts, and documents continued medical readiness training, contingency support training, disaster “team” training, and mobility training 

• 
Manages disaster team training; ensures programs are developed, conducted, and properly documented 

• 
Evaluates and documents unit medical readiness training IAW applicable directives 

• 
Plans, conducts, and participates in readiness exercises to include mobility plan, recall, Joint Chiefs of Staff (JCS) and ATH/ATC exercises 

• 
Coordinates exercise scenario development to monitor, evaluate, and ensures proper medical response to meet DOC statement and peacetime requirements

• 
Administers medical readiness staff function and ensures proper distribution of all action items • Prepares report to medical readiness staff function to summarize status of training, mobility staffing, and any problems or shortfalls in these specific areas 

• 
Helps independent duty technicians at remote sites to document the medical response to potential disaster situations at the site 

• 
Integrates the medical readiness portion of the AFIA/SG health service assessment guide into the unit self inspection program 

• 
Prepares Status of Resources and Training (SORTS) report and other readiness reports 

• 
Monitors JCAHO and HIS standards to ensure compliance 

• 
Coordinates Air Reserve Component Annual Tour programs 

• 
Assists in maintenance of War Reserve Material projects 

• 
Organizes and administers unit recall programs 

Variable:

• 
Chief/Deputy Chief, Medical Control Center 

• 
COMSEC Representative 

• 
OPSEC Representative 

• 
Associate Administrator of AMDS Squadron 

• 
Coordinator, Healthcare Administrative Staff in conjunction with civilian NDMS agencies 

Working Relationships and Authority Boundaries:

Reporting Official: Commander, AMDS or Administrator

Advises and Coordinates with the following individuals and groups: 

Medical Group Commander, Medical Group Administrator, Medical Group Squadron Commanders (Medical Operations, Medical Support, Dental, Aerospace Medicine) Medical Readiness Staff Function, Wing Logistics and Plans, Base Command Post, Personnel Readiness Unit, Installation Deployment Office, Communications Squadron (Base Communications Center), MAJCOM Plans and Operations, and/or ATH Commander

Supervises: 

Superintendent/NCOIC, Medical Readiness Flight.  May also supervise other medical readiness staff members and contingency/disaster team chiefs.

Job Requirements:

Must possess strong analytical skills, with demonstrated verbal and written communication skills.  Must have a background in, or at a minimum be familiar with, planning and control functions throughout the Air Force.  Ability to think strategically, as well as tactically is required. Business degree is required.  Must have completed the following courses: Medical Readiness Planners Course, Medical Readiness Symposium, COMSEC/OPSEC Training, and SORTS Course. 

Minimum Requirements by Facility Size: 

Level 6 & 7: Business degree; no prior experience required 

Level 8 & 9: Business degree; one year experience at a level 6 or 7 facility required 

Level 10: Business degree; minimum 2 yrs experience and/or 1 yr in MAJCOM readiness job 

MAJCOM: Business degree; minimum of two MTF readiness assignment, required 

Available Courses: 

Medical Readiness Planners Course, Medical Readiness Planner’s Symposium, COMSEC/OPSEC Training, Security Training, and the SORTS Data-Handler’s Course

Job Title: Resource Management Flight Commander

Objective: To provide sufficient resources for the medical treatment facility (MTF) to meet both peacetime and readiness missions. 

Job Description: Manages a $_____ million dollar financial management program to include budgeting, execution, and cost center management.  Responsible for over _______ manpower authorizations in _____ squadrons for this _____ bed facility.  Leads staff of ________ personnel who manage a numerous programs including the Medical Expense and Performance Reporting System (MEPRS), Third Party Collections, Third Party Liability, Self-Inspection Program, Alternative Care, Medical Service Account, World Wide Workload Report/Report of Patients and Management Analysis.  Develops Business plans and assists in the development and updating of the Mission Support Plan.  Provides key advice for the resource requirements to support the Mission Support Plan (MSP). Conducts business case and make vs buy analysis.  Advises MTF executive staff on workload and financial impact of facility initiatives and programs to include enrollment based capitation.   

RESPONSIBILITIES:

Core:

· Key advisor to the Executive Committee on all resource related issues 

· Responsible for MTF financial programs 

· Determines funding needed to operate and maintain the MTF and prepares 


budget exhibits 

· Ensures optimum use of resources 

· Implements cost containment initiatives

· Accounts for all funds allocated for operation of the MTF 

· Administers and accounts for expenses under the MEPRS 

· Promotes resource protection

· Develops standard costs and forecasts of resource requirements using 


capitation-based resource allocation 

· Manages the MTF cost center management program 

· Trains cost center managers and involves them in the budget process 

· Allocates funds to the cost centers 

· At regular intervals, provides meaningful cost analyses to assist facility leadership in 


decision making

· Performs economic analysis to include profitability, make vs. buy,…

· Analyzes cost performance data for the purpose of developing cost 


standards, disclosing areas of costly resource consumption 

· Uses a variety of  automated tool to collect data for analysis and presentation 


to include AFPMT, CEIS, ADS Business Objects, MEQS,…

· Prepares data summaries showing organizational capability to perform 


assigned missions and to estimate future requirements

· Maintains the MEPRS program

· Audits and tracks the MEPRS cost per unit data 

· Analyzes significant variations in fiscal quarter costs 

· Trains medical personnel in MEPRS procedures and requirements 

· Monitors the data collection process 

· Audits reported workload and assigned expenses 

· Reviews Expense Assignment System (EAS) output products and validates 


the DOD MEPRS 

· Manages the methods improvement programs 

· Responsible for the manpower program 

· Monitors Air Force Manpower Standards and Joint Healthcare Manpower 


Standards and enrollment modeling

· Performs Business Case Analysis and/or uses the Strategic Resourcing 


Portfolio (SRP)

· Prepares requests for changes to the manpower authorizations for the MTF 


based on BCA, SRP or enrollment modeling results and other needs 

· Verifies manpower authorizations listed on the unit manpower document 


(UMD) 

· Obtains alternate manpower resourcing, such as manning assistance, reserve or 


guard days to offset deficits

· Responsible for business office programs 

· Manages accounts receivable through the MSA, TPL and TPC programs

· Manages accounts payable through the Supplemental/Cooperative Care 


Program and the Centrally Managed Allotment 

· Prepares organizational briefings for executive management

Working Relationships & Authority Boundaries: 

Reporting Official:  Medical Support Squadron Commander 

Advises and Coordinates:  Advises executive committee on cost containment and resource utilization strategies. Establishes close working relationship with the base/wing financial management office, and the base/wing plans and programs office. Works closely with the MTF logistics and TRICARE flight chiefs to initiate, develop and implement business proposals that increase the capabilities of the MTF, improve access to beneficiaries, and lower overall cost to the government. 

Supervises:  All personnel assigned to the flight. 

Job Requirements:

Business degree required.  Must have strong analytical, interpersonal, and communication skills.  Should be computer literate with skills in word processing, spreadsheet and presentation/graphics software.  Must be able to assimilate large quantities of data and work issues often requiring a quick turnaround.  Experience with performing business case analysis required.  Demonstrated verbal and written communication skills a must. 

Minimum Requirements by Facility Size:

Level 6 & 7: Business degree; no prior experience required 

Level 8 & 9: Business degree (MHA or MBA preferred); previous assignment as an RMO with a minimum of two years experience. Experience in Beneficiary Svs, Logistics or TRICARE preferred 

Level 10: MBA or MHA degree; Previous assignment as RMO; RMO internship or fellowship recommended;

Experience in Beneficiary Svs, Logistics or TRICARE preferred 

JOB TITLE: Squadron Administrator/Operations Officer
OBJECTIVE: To provide leadership, oversight and management of all resources for the squadron. 

JOB DESCRIPTION: Plans and directs all medical operations support activities.  Coordinates health care delivery among ____ multidisciplinary flights with ____ officers, ____ enlisted, and ____ civilians providing _____ outpatient visits; _____ surgeries, and _____ admissions annually.  Principle advisor to the squadron commander on all issues involving TRICARE, squadron policy, resources, manpower, training, information management, medical readiness, and facility utilization.  Resource advisor for $____ million operating budget.  Plans, implements, directs, coordinates, monitors, controls and evaluates squadron functions and product lines with an emphasis on improving clinical performance and optimizing patient care.  Performs analysis and provides business perspective on all squadron operations.  Identifies most cost-effective procedures and product lines.  Ensures compliance with AF, DoD, and Joint Commission on Accreditation of Healthcare Organizations (JCAHO) guidance.  Serves as Squadron Administrator and as the Deputy Commander in the absence of the Squadron Commander.
RESPONSIBILITIES:  

Core:

· Promotes squadron strategic management and tracking

· Participates in squadron mission, vision, and action plans development and dissemination

· Responsible for the management and evaluation of administrative and business practices and activities for the squadron 

· Performs cost analyses and cost effectiveness studies.  Analyzes financial impact of proposed policies and programs and recommends options

· Directs personnel administration for civilian and military (enlisted and officer) personnel 

· Prepares, disseminates, and maintains squadron reports as necessary or required.  

· Supervises internal reporting requirements and suspenses

· Actively supports the squadron quality assessment and quality improvement process by facilitating the involvement and interaction of the flights in the development of quality initiatives and process improvements

· Provides oversight and management of squadron resources

· Consolidates and prepares budget submissions

· Resolves problems related to resource utilization

· Coordinates and approves all equipment purchases for the squadron

· Monitors and coordinates the manpower requirements for the squadron 

· Serves as the information systems representative for the squadron coordinating computer purchases, software training and web site development

· Reviews personnel unit taskings and coordinates assignment of personnel to UTCs with Medical Readiness 

· Participates as squadron TRICARE representative/expert

· Ensures timely review, analysis and adjustment of marketing strategies, plans and programs to meet organization’s needs and the changing market conditions

· Ensures sound services and working relationships with internal and external customer groups, recommending strategies to promote good customer relations

· Handles complaints from internal and external customers and recommends resolutions

· Assumes responsibility for special projects and studies as needed/required

· Provides tracking and advice on performance under Enrollment Based Capitation and the impact of policies and proposals and makes recommendations

Variable:

· May be dual-hatted as the Medical Records Flight Commander

· May serve as the Deputy Squadron Commander

Working Relationships and Authority Boundaries:

Reporting Official: Squadron Commander

Advises and Coordinates with the following individuals and groups:  Medical Group Commander, Medical Group Administrator, Medical Group Squadron Commanders (Medical Operations, Medical Support, Dental, Aerospace Medicine), Squadron Flight Commanders, Squadron Flight Superintendents, Legal Office, Resource Management, Managed Care and Medical Logistics

Supervises:  May supervise administrative function of squadron to includes medical records

Job Requirements:

Must possess strong negotiating skills with strong emphasis on consensus and team building skills. Bachelors degree in health care discipline or business/management discipline.  Masters degree in business/management discipline desirable. Completion of Quality Air Force Tools and Techniques desirable; skills in initiating and monitoring continuous quality improvement activities required. Well-developed knowledge of TRICARE/managed care issues and strategies required. Strong understanding of clinical product lines and mission required.  Knowledge of marketing and ability to think strategically are necessary.  Knowledge of fiscal management systems and techniques and computer systems (ADS, CHCS, CEIS) and applications (word processing, spreadsheets, graphics,…) required.  Minimum of one prior assignment in Resource Management, Logistics, and/or TRICARE preferred.  Experience in performing business case analyses required.  Strong analytical skills with demonstrated verbal and written communication skills preferred.  Skill in exercising initiative, judgment, problem-solving and decision making.

Minimum Requirements by Facility Size: 

Level 6 & 7: Business degree; with one prior assignment in RMO, Logistics, and/or TRICARE preferred 

Level 8 & 9: Business degree; one prior assignment in RMO Logistics, and/or TRICARE required 

Level 10: Business degree; minimum of one prior assignment in RMO, Logistics, and/or TRICARE preferred; one year as Group Manager required 

REFERENCES

AFIs and Policy Letters for MSC Officer Accessions
AFI 36-2005
Appointment In Commissioned Grades and Designation and Assignment in Professional Categories -- Reserve of the Air Force and United States Air Force
· Outlines accession procedures for Medical Service Officers

AFI 36-2008
Voluntary Extended Active Duty (EAD) for Air Reserve Commissioned Officers

· Gives guidance on requirements and eligibility criteria for Medical Service Officers

AFI 36-2101 Classifying Military Personnel (Officers and Airmen)
· Discusses the mechanisms for classifying Medical Service Officers

AFI 36-2105
Officer Classification

· Provides the job description for each Air Force Specilaty Code (AFSC), including medical AFSCs

AFI 36-2106
Competitive Category Transfers
· Provides guidance for active duty officers wishing to transfer to the Medical Service

AFI 36-2610
Appointing Regular Air Force Officers and Obtaining Conditional Reserve Status

· Describes the procedures for applying for changes in career officer status

AFI 36-2301
Professional Military Education

· Reviews PME for officers

MSC Director’s Policy Letter, 6 December 2000

· Provides guidance on limitations on the amount of active duty service and number of times an individual can apply.  The waiver process is also addressed.   
Other Sources of Information:
AFPC/DPAMS - http://www.afpc.randolph.af.mil/medical/
MSC Homepage - https://www.afms.mil/sgwa/
US News Graduate School Listing -   http://www.usnews.com/usnews/edu/beyond/bchome.htm
Accrediting Commission for Education in Health Services Administration (ACEHSA)  - http://www.acehsa.org/
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