
 
 

 

Credentialing Coordinator 

 
We specialize in managing independent groups of physicians with both commercial and 

senior managed care (HMO) patients. Our company is built on more than 100 years of 

collective experience in the managed care (healthcare) industry providing personalized 

care and exceptional service. Our home office is conveniently located in North County San 

Diego bordering Oceanside and Vista and this position is located in our Cerritos office. 

 

If you are skilled, confident and adaptable, we have an excellent opportunity for a full-time 

or part-time Credentialing Coordinator. The credentialing coordinator is responsible for 

organizing, maintaining, and verifying all aspects of the credentialing process for healthcare 

practitioners based on company Policies and Procedures, and NCQA standards.  

 

Key Responsibilities Include (* = essential functions): 
 
 

 Perform credentialing activities for all new physicians for assigned PDT IPAs* 

 Perform re-credentialing activities for all assigned providers due for re-credentialing 

 Manage credentialing and re-credentialing for assigned HDOs* 

 Query and review of all the required credentialing data sources, including but not limited 

to primary source verification, work history, hospital privileges, malpractice claims, OIG, 

NPDB, Opt Outs, etc  

 Maintain the database to track all current credentialing information and to update 

expiring information* 

 Prepare credentialing information and reports for Quality Information Committee (QIC), 

including the reporting of site audits and any adverse provider actions. * 

 Assist with managing current credentialing files for each contracted provider. 

 Assis with managing and successfully pass credentialing audits with all contracted Health 

Plans. 

 Maintain professional and technical knowledge by participating in ICE credentialing 

committee meetings. 

 Takes initiative and is innovative in solving or recommending ways to solve issues and 

communicate to company leadership as applicable.  

 Perform other duties as assigned.  

 

Job Specifications: 

 

 Requires extensive knowledge of Federal, State and NCQA credentialing and 

requirements and managed care processes 

 Minimum of two (2) years credentialing experience in a Health Plan or IPA environment. 



 
 

 

 Requires the ability to communicate clearly and effectively to peers, superiors, 

subordinates, physicians and others when representing the company. 

 Ability to multitask, work independently and with minimal supervision. 

 Ability to appropriately maintain confidentiality. 

 Requires fast, accurate typing skills and intermediate level computer software 

competency, including Microsoft Word, Excel, Outlook, Knowledge of the following web 

based queries: NPDB, CAQH, Breeze, OIG, CMS Opt-Out, etc. 

 

At Physicians DataTrust you’ll enjoy a rewarding career with our growing company and 

progressive, friendly work environment while receiving a generous portfolio of benefits 

including medical, dental, vision, life insurance, 401k with company match, (FSA) Healthcare 

Flexible Spending Account, paid sick time, holidays and vacation (Benefits for Full-Time only). 

Compensation for this position is dependent upon experience. 

 

For consideration please submit your cover letter and resume to jobs@pdtrust.com. Please 

indicate Credentialing Coordinator in the subject line.  

 

~Physicians DataTrust is an (EOE) Equal Opportunity Employer~ 

 


