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Manager, Purchaser Services

Job Description

Position Description
The Manager of Purchaser Services serves as an integral part of the PBGH effort to advance its strategies and realize its vision of a health care system that provides quality, affordable care.  This role develops and maintains a broad knowledge of the work being done across the Pacific Business Group on Health (PBGH) as it pertains to the membership, helps promote meetings and other engagement opportunities to members, as well as provides timely assistance to purchaser members as requested.  The Manager serves as an integral link between PBGH members and the appropriate experts on PBGH staff, triaging requests for assistance and managing appropriate follow up.  The Manager also plays a critical role making sure all member-related activities are planned and executed according to schedule, and assisting the CEO with new member recruitment efforts.  The Manager of Purchaser Services works in conjunction with all PBGH staff and reports to the Director of Communications and Partner Engagement. The position works closely to support the collective work of the Purchaser Services Team, comprised of the CEO, the Director of Communications & Partner Engagement, and three purchaser senior advisors.  
Primary Responsibilities
· Communicates on a regular basis with PBGH members, sharing information, invitations, event calendars, and assisting with their day-to-day needs (directing members to the appropriate PBGH staff expert to assist them).
· Helps develop and maintain the master calendar of board meetings, member events, health plan user groups, work groups and webinars.
· Assists with meeting and event planning; works with PBGH staff to help identify and contact subject matter experts.
· Manages meetings and agendas for the PBGH purchaser services staff team to ensure meetings and activities are planned and executed according to schedule, and account management plans for members are kept up to date.
· Assists with the planning and coordination of quarterly board meetings, and all necessary follow up;
· Working with the CEO and Purchaser Services Team, develops and implements plans for new member recruitment, including identifying opportunities for the CEO to meet with prospects.
· Develops and maintains a complete and accurate database of existing members and prospects; tracks member participation rates for all events and provided services; and ensures all correspondence lists are up to date.
· Ensures the member website is up-to-date and informative.
· Manages the annual member survey and assists the finance team with member billing and follow-up.  

Qualifications

· Bachelor’s Degree or equivalent work experience required.  
· Minimum 2 years health benefits management experience with a large (>10,000 employees) purchaser; alternatively, minimum of 2 years working in health care policy with a focus on the needs of large employers.
· Solid understanding of health delivery system, health plans and employer sponsored coverage.

· High level of enthusiasm, coupled with strong organizational skills.

· Meticulous attention to detail. 

· Strong interpersonal skills – ability to effectively interact with colleagues and purchasers.
· Knowledge of Microsoft programs including Word, Outlook, Excel, Access, and PowerPoint.
· Willingness to learn Salesforce as an account management tool.

Desired Skills:

· Individual should possess excellent written and verbal communication skills.

· Individual should have a strong work ethic and the ability to work in a fast paced environment.

· Individual should be motivated self-starter, able to work independently and proactively on task and assignments.

· Individual should have excellent internal & external customer service skills. 

