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▌Detailed Job Description 
 

 
Job title:     HIT Consultant 
Reporting to:   Director, Ingenium Operations 
Department:  Ingenium 
Hours:  Full-time 40 hours per week 
Performance Review period:  Annual 

 
 

Purpose of the Position  
 

The Health Information Technology (HIT) Consultant position is designed to work in 
partnership with our contracted practices to assist them with the integration of their 
practice health information systems and United Physicians technology applications.  The 
end goal is to better align the practices with the many UP programs and strategies to 
include payer initiatives (i.e. BCBSM PGIP), population health management and/or clinical 
integration programs.   
 

 

Responsibilities & Duties 
 

 Travel to physician offices to engage physicians and their office staff in various 
educational activities related to the physician web portal and a number of other 
technology solutions.   

 Work with physician offices to understand their workflow needs and how the 
technology solutions that Ingenium offers can assist the practice with better program 
performance. 

 Be a liaison, where applicable, between the IT vendor and the practice. 

 Maintain contact with practices and assist with problem resolution. 

 Have an in depth understanding of physician practice operations and relevant UP 
programs. 

 Assist in improving the workflow of various applications within the practice.  Requires 
an understanding of practice work flow and ability to determine if vendor applications 
can accommodate requested changes. 

 Be able to demonstrate clinical use of multiple applications, how they may work 
together, with an emphasis on the direct benefit to the practice. 

 Perform troubleshooting for practices that are in need of assistance.  This requires 
timely communication between vendor and practices. 

 Assist in coordinating and conducting various events to educate physicians and office 
staff.  Requires the development of training and presentation materials. Position 
participates in large group presentations, practice trainings and the hosting of training 
webinars. 

 Understand and be able to effectively communicate UP’s data structure to ensure 
appropriate understanding of the data as it relates to the technology solution. 

 Document all calls and activity in UP Connect or applicable tool. 

 Learn new applications quickly from a technical and medical/clinical aspect. 

 Communicate effectively with a clinical and non-clinical user base. 
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 Contribute ideas and assist in the development of the Ingenium marketing plan to 
support adoption of efforts, including:  tools, presentations/events, marketing, and 
other strategies as identified. 

 Provide consistently exemplary customer service.  

 Maintain professional appearance and actions at all times. 
 

 
 
 

Qualifications 
 

 Bachelor’s degree required, preferably in Health Informatics, Business, Health Care 
Administration or related field. 

 Minimum of 3 years of demonstrated medical office/healthcare experience.  

 Solid understanding of Health Information Technology core concepts. 

 Excellent verbal, presentation and written communication skills.   

 Understand and be able to effectively communicate the UP HIT Strategy. 

 Understand the Office of National Coordination of Health Information Technology 
(ONCHIT) Rules and Regulations. 

 Self-starter with an internal drive to be successful. 

 Proficiency with MS Office to include: Word, Excel, PowerPoint, and Outlook; 
Wellcentive; Dr. First; portal; web-based applications; etc. 

 Significant local travel will be involved. 

 Flexible schedule to accommodate practice training. 
 
 

Performance Skills 
 

 Demonstrate accuracy, organization, strong work ethic and a positive attitude. 

 Be a conduit of effective communication between the team, different departments in 
UP as well as the practices that the Consultant works with. 

 Ability and aptitude to understand health information technology systems and data 
transmission. 

 Ability to work independently in a high pressure and high tempo environment meeting 
short deadlines.  

 Effective time management and prioritization of projects/tasks. 

 Ability to work with a team or individually. 

 Attention to detail and ability to handle multiple simultaneous projects. 

 Persistent and results-oriented. 
 
 

Disclaimer  
 
The above statements are intended to describe the general nature and level of work being 
performed by people assigned to this classification.  They are not construed as an 
exhaustive list of all responsibilities, duties and skills required of personnel so classified.  
All personnel may be required to perform duties outside of their normal responsibilities 
from time to time, as needed. All personnel may be required to perform duties outside of 
their normal responsibilities from time to time, as needed.  

 


