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PURPOSE: Give a brief summary of the job, covering the main responsibilities, the framework within which the job has to operate and the main 

contribution to the organization (see Non-Management Job Description Writing Guide Pages 7-8). 

The mandate of the Health Insurance Programs Branch (HIP) is to administer the Alberta Health Care Insurance Plan 

(AHCIP) in compliance with Alberta and Canadian legislation and policy. This includes the registration of eligible 

Albertans, Alberta practitioners and facilities; payment of claims to Alberta practitioners and residents; and special out of 

province/country programs for Albertans seeking access to medically required health services not available in Alberta 

and/or Canada. 

Reporting to the manager of the Claims Unit, the Practitioner Services Adjudicator: 
• Maintains a confidential business detail and payment database for over 10,000 service providers with a high degree

of accuracy and must be able to work independently.
• Establishes and maintains all Allied and Medical Services Providers, their organizations, Professional Corporations,

financial details and Business Arrangement payment details and, Regional Health Authority Business Information.

Decision making ability is required where limited precedents exist.
• Designates and maintains facilities for Approved Active Treatment Hospitals, Auxiliary Hospitals and Nursing Homes

in using the Hospital Acts and Nursing Home Legislation.
• Adjudicates all Medical and Allied claims that are held for manual assessment for any of the assessment rule

conditions related to the service provider or stakeholder. The physician annual budget is in excess of $1.4 billion and

the adjudicators must correctly assess claims that reject for manual review or explain to practitioners the reason

their claims have rejected from a facility/physician registration/physician skill point of view. The adjudicator must

also be able to understand and explain why claims will have rejected for one or more of 770,000 edits in the claims

system.

This position acts as a direct resource of information to Service Providers, Accredited Submitters, Regional Health 

Authorities, College of Physicians and Surgeons of Alberta (CPSA), Alberta Medical Association (AMA), all Allied Licensing 

Bodies and many internal government agencies. The Practitioner Services Adjudicator is responsible for interpreting and 

applying the terms and conditions laid down by Alberta Health, the Alberta Medical Association and the Regional Health 

Authorities for the Alternate Payment Plan (APP) Contracts with stringent guidelines; actioning all accredited profiles 

received from the CPSA with respect to the Non hospital Surgical facilities; and assigning all appropriate ward rates 

according to the ministerial orders. 

RESPONSIBILITIES AND ACTIVITIES: The purpose of the job can be broken down in different responsibilities and end results. Each end result 

shows what the job is accountable for, within what framework and what the added value is. Normally a job has 4-8 core end results. For each end 

result, approximately 3-6 activities should be described (see Writing Guide Pages 9-10). 

1. Adjudicates medical and allied claims that are being held for manual assessment for any of the assessment rule
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KNOWLEDGE, SKILLS & ABILITIES: Include information on required diplomas and degrees along with identifying the most important knowledge 

factors, including knowledge about practical procedures, administrative, technical or professional techniques, technical, scientific or program 

related processes, etc. Detail specific training if there is an occupational certification/registration requirement for the position. Specify the type of 

experience required for the position (see Writing Guide Pages 12-14). 

• Strong self-management, organization, and prioritization skills

• Ability to work in a high-pressure environment with stringent guidelines.

• Detail oriented and able to maintain a high level of ownership and accuracy on all work activities.

Possesses the ability to mentor staff should the need arise.

CONTACTS: Identify the main contacts the position communicates with and the purpose of the communication (See Writing Guide Pages 14-15). 

The Practitioner Services Adjudicator interacts with the following individuals or organizations: 

• College of Physicians and Surgeons of Alberta - Purpose: Licensing information, accreditation of diagnostic facilities

(lab, x-ray, stress testing, pulmonary function etc), Professional Corporation Registration information, Specialty

recognition for the Province of Alberta.

• Other Provincial Health Care Licensing Bodies

• Internal and external branch and divisional stakeholders

• Alberta Licensing Bodies that are under Health Protection Act:

• College of Alberta Denturists - Purpose: Licensing information

• Alberta Dental Association and College - Purpose: Licensing information, specialty information

• Alberta College of Optometrists. - Purpose: Licensing information, specialty information

• Alberta Opticians Association - Purpose: Licensing information

• Alberta Podiatry Association - Purpose: Licensing information

• Alberta Medical Association - Purpose: claims inquiries, service provider's specialty code discrepancies and specialty

assignment.

• Financial Institutions - Purpose: Banking information for application to appropriate file.

• Revenue Canada - Purpose: payment deductions for Service Providers, Clinics and 15% withholding Non-Resident

Tax information.

• Hospitals - Purpose: Patient records for claims information.

• Finance and Administrative Services - Purpose: Stop payment on funds, address information for returned cheques

for service providers, clinics, Regional Health Authorities

• Accredited Submitters - Purpose: to receive proper documentation before claims can come into the system for

processing.

Classification: Protected A 
[ACHR-TW/HR 2011/12] 2023/01/30 




