
 

 
 
 
 
 
 

AREA OF CONSIDERATION – DEPARTMENTAL COMPETITIVE  
(This examination is for permanent classified employees within the Guam Memorial Hospital Authority)

TO ESTABLISH A LIST FOR THE POSITION OF 

PATIENT SERVICE SUPERVISOR 

OPEN: March 19, 2025  CLOSING DATE: April 1, 2025 ANN. NO.:  25-50 

 

GENERAL PAY PLAN 

OPEN:               I-01 $34,886.00 P/A to I-10 $47,891.00 P/A 
PROMOTION:   I-01 $34,886.00 P/A to I-18 $61,487.00 P/A 

MINIMUM EXPERIENCE AND TRAINING:   

A) Three (3) years of experience in hospital admissions work and graduation from high school; or 

B) Any equivalent combination of experience and training which provides the minimum knowledge, abilities 
and skills. 

 
NATURE OF WORK:  

This is complex supervisory work involving billing and medical services activities of the hospital admitting office.  

ILLUSTRATIVE EXAMPLES OF WORK: (Any one position may not include all the duties listed, nor do the 
examples cover all the duties which may be performed.)  
 
Supervises the work of subordinate admissions personnel on assigned shift.  Assists in developing new policies, 
procedures and other program guidelines to improve program effectiveness.  Explains and enforces new 
policies, procedures and other program guidelines.  Reviews in-patient admissions and out-patient history 
sheets for completeness, accuracy and conformance with established requirements and guidelines.  Discusses 
hospital rates and payment plans with patients or their representatives; refers patients to the appropriate office 
regarding financial restitution.  Prepares correspondence, statistical and other reports.  Performs related duties 
as required. 
 
MINIMUM KNOWLEDGE, ABILITIES AND SKILLS: 
 
 Knowledge of hospital admission policies, procedures and program requirements. 
 
 Knowledge of hospital billing and collection requirements. 
 
 Knowledge of the financial policies and benefits provided by HMO’s, Indemnity Plans, Medicaid and 

Medicare.  
 
 Knowledge of standard medical nomenclature and terminology relating to disease, operations and 

therapies.  
 
 Ability to supervise the work of others.  
 
 Ability to interpret and apply pertinent program guidelines and requirements.  
 
 Ability to evaluate operational effectiveness and recommend changes in policies and procedures to 

improve effectiveness.  
 
 Ability to make work decisions in accordance with appropriate program guidelines.  

 
 Ability to work effectively with the public and employees. 

 
 Ability to communicate effectively, orally and in writing. 
 
 Ability to maintain records and prepare reports.  
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