
 

 

JOB DESCRIPTION 
 
 
TITLE:  OHCW, PASSPORT & SRS Independent Entity (IE) Assessor Supervisor 
 
FUNCTION: Supervise and development of the assessment team for waiver and other 

assessments. 
 
RESPONSIBILITIES: 
 

1. Directly supervises assessors and CMAs with their work quality, timeliness, and 
efficiency for staff working in PAR, OHCW, and/or SRS IE. 
 

2. Reviews 100% of OHCW initial and annual assessments, prepares and completes state 
Hearings related to eligibility, participates in care conferences, interacts with JFS for 
eligibility for OHCW, and communicates with OHCW CM supervisor and CareSource 
team lead to resolving individual issues.   
 

3. Tracks data and submits billing for OHCW. 
 

4. Supervises the SRS IE and backs-up SRS IE. 
 

5. Supervises PAR and backs-up PAR workers. 
 

6. MDS/CLS Home Choice Administrator duties. 
 

7. Home Choice Supervisor backup. 
 

8. Provider Gateway Administrator backup. 
 

9. Supervisor back-up for PASSPORT & ALW Assessor Supervisor. 
 

10. Follows all AOoA Human Resource policies and duties. 
 

a. Follows AOoA policies for staff evaluations and work performance and notifies LTC 
SVP, of employee issues.   

b. Participates in applicant interviewing and staff selection process. 
c. Processes Leave times and ADP for payroll. 
d. Monitors and evaluates staff performance and adherence to policies and procedures, 

Ohio Administrative Code rules, CareSource, ODA and ODM requirements, including 
required timelines. 

e. Demonstrates regular and predictable attendance. 
 

11. Has excellent computer skills and can work in multiple computer Programs. 
 

a. Guiding Care for OHCW and SRS 
b. PIMS 
c. HENS 3.0 
d. Ohio Benefits 



 

 

e. MITS 
f. HOME Choice 
g. MDS/CLS Home Choice Administrator 
h. OBLTSS 
i. Provider Gateway 
j. Microsoft programs including Word, Outlook, PowerPoint, and Excel for Tracking 

information and reports 
k. Others as needed/ developed 
 

12. Develops policies, procedures, and processes for the Medicaid Waiver Programs. 
Reviews and revises policies and procedures to ensure program effectiveness and 
efficiencies.  

 
13. Assigns assessments and other long-term services and supports (LTSS) responsibilities 

to staff. 
 

14. Implements a comprehensive process for obtaining necessary information for monitoring 
effectiveness and ensuring program eligibility and Medicaid status. 

 
15. Accompanies supervisees on home visits to evaluate staff performance, consistency in 

the LOC process and quality of assessments. 
 

16. Coordinates and/or participates in trans-disciplinary care conferences with the care team 
including individuals, caregivers, care managers, medical professionals, CareSource, 
and service providers.  

 
17. Participates in Program Audits and audit preparation as needed. 

 
18. Trains and orients assessors, CMAs, agency staff, students, and the community to the 

Medicaid Waiver programs, person-centered care, participant directed care, and other 
agency programs. 

 
19. Assists staff in identifying and mobilizing community resources. 

 
20. Plans and conducts orientation, in-service training, and continuing education for clinical 

and non-clinical staff. 
 

21. Prepares and reviews internal and external reports and documents including those for 
submission to CareSource, Ohio Department of Aging, and/or the Ohio Department of 
Medicaid. 

 
22. Identifies and works to resolve problems of program participants via record review and 

employee consultation. 
 

23. Conducts care evaluation review, quality reviews, and review of clinical procedures and 
practices, as well as forms and program compliance. 

 
24. Provides community education and program outreach on Medicaid Waiver Programs and 

the agency at health fairs and speaking engagements. 
 



 

 

25. Confers with the CareSource Team Lead and or Quality Assurance Coordinator 
regarding quality assurance and utilization issues and consideration of procedural 
changes and training needs. Conducts process reviews to ensure compliance with all 
program requirements. 

 
26. Participates in the evaluation of Medicaid and Non-Medicaid Programs. 

 
27. Follows and ensures supervisee adherence to confidentiality and firewall policies and 

HIPAA compliance. Maintains employee-related confidentiality.   
 

28. Maintain reliable transportation, insurance, valid driver's license, and the ability to 
satisfactorily undergo a Motor Vehicle Record check (MVR) on at least an annual 
basis. 

 
29. Other duties as assigned by the supervisor. 

 
AUTHORITY AND RELATIONSHIP: 
 This position reports directly to the SVP of LTC. This position supervises Assessors, PAR, 

SRS IE, and CMAs. 
 
POSITION QUALIFICATIONS: 
 Registered Nurse or Licensed Social Worker required, B.S.N. or M.S.W. preferred,  with at 

least one (1) year of supervisory experience in home care for the elderly, home health care, 
medical social work, or gerontology. 

 
SPECIAL REQUIREMENTS AND CONDITIONS: 
 This position shall be terminated if funding is not available for AOoA's Long Term Care 

programs and services. This position requires criminal background checks and the Ohio 
Department of Aging certification. 

 
This description is intended to indicate the kinds of tasks and levels of work difficulty that will be 
required of the position.  This description shall not be construed as declaring the specific tasks and 
responsibilities.  It is not intended to limit, or in any way modify the rights of any supervisor to assign, 
direct, and control the work of employees under supervision.  The use of this particular expression 
or illustration describing duties shall not be held to exclude other duties not mentioned that are of 
similar kind or level of difficulty. 
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