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POSITION TITLE:  MIPS Specialist DIVISION Instructional Services 

WORK YEAR: 12 Months DEPARTMENT: ESS 

LOCATION: CES SALARY SCHEDULE: MBSS 

 

DEFINITION: 

The MIPS (Medicaid in the Public Schools) Specialist develops and maintains records and data 
necessary for the federal Medicaid In the Public Schools program, serves as a liaison to the District’s 
billing company and third-party biller.  Provides direction and training to District staff.  Perform 
other job related duties as assigned. 

 

ESSENTIAL FUNCTIONS: 

1. Maintains a roster of District staff who may participate in the Medicaid Outreach Program. 

2. Trains campus staff as required (e.g., on the random moment time sample procedure) and 
ensures that required forms are submitted to the third party biller so that the District may be 
reimbursed fully; e.g., works with the District transportation staff to ensure that bus drivers and 
bus aides complete and submit MIPS logs in a timely manner. 

3. Works with other District staff to ensure that the required information (e.g., the SASI database 
for ESS) is properly maintained. 

4. Attends all required trainings (e.g., those given by third party billers) to ensure maximum 
reimbursement for the District). 

5. Registers all qualified ESS staff as Arizona Health Care Cost Containment System (AHCCCS) 
providers; maintains a database to ensure that the credentials and licensure of all District staff 
(e.g., speech/language therapists, psychologists, nurses, social workers, guidance counselors, 
community skills/personal assistants, instructional assistants - ESS, occupational therapists, 
physical therapists, behavior intervention specialists, intervention specialists) are current. 

6. Works with District staff to coordinate related training [e.g., for first aid, cardiopulmonary 
resuscitation (CPR), and crisis prevention intervention (CPI) training.] 

7. Coordinates training with District’s billing company and campus staff to assure the timely 
submission of direct service logs. 

8. Prepares files for yearly audits. 

9. Trains and works with ESS staff to maintain the documentation (e.g., individualized education 
plans) required for the MIPS program;  

10. Works with the District staff (e.g., finance) to collect the data necessary for federal match 
certification; prepares related documentation (e.g., the Quarterly Medicaid Claim Report and the 
Federal Match Certification worksheets).  

11. Works with the private institutions (e.g., day schools for special education) to ensure that their 
staffs are participating in the District’s MIPS program. 
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QUALIFICATIONS: 

1. High school diploma or GED; AA with some coursework in computer technology preferred. 

2. Two years of experience working with student records or technical reports, including spread 
sheets and databases; knowledge of MIPS program preferred. 

3. Ability to analyze, evaluate and organize facts and to coordinate the work of others. 

4. Ability to set up and maintain detailed, confidential records and prepare reports independently 

5. Ability to coordinate and communicate well with others, discuss problems and suggest effective 
solutions. 

6. Ability to work under pressure, assign priorities quickly, and solve problems. 

7. Ability to type and enter data accurately and at a rate consistent with the requirements of the 
position. 

8. Skill in organizing workflow and detailed record keeping. 

9. Ability to operate office equipment such as personal computers, printers, FAX machines, and 
photocopiers. 

10. Ability to identify and maintain the confidentiality of sensitive and important information while 
using diplomacy and tact. 

 

SUPERVISION RECEIVED: 

Director of Exceptional Student Service Programs or designee. 

 

SUPERVISION GIVEN: 

None 
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