PROJECT HEALTH, INC.
Job Description

JOB TITLE: 


Insurance Billing/Collections Clerk/




Sliding Scale Assistant
DEPARTMENT:

Financial Services
REPORTS TO:

Insurance Billing Supervisor
FLSA STATUS:

Nonexempt
JOB SUMMARY: 


This position is responsible for assuring that all commercial and/or Medicare, pharmacy posting, Medicaid, and dental claims are analyzed, billed, and collected in accordance with the Center’s policy; responsible for posting of monies from electronic remittances, daily mail, or any money collected in the process of assisting a patient. 

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following.  Other assignments, projects and duties may be required:

1. Reviews patient accounts for clean claim billing to proper third party  

payers on daily basis.  
2. Answers and assists patients with questions regarding their insurance billings.

3. Responsible for insurance denial follow ups and rebilling corrections.
4. Maintains current working knowledge of changes in coding.
5. Maintains files and logs on all pending and paid claims.
6. Responsible for follow-up and posting of insurance overpays and refund requests.
7. Properly posts all patient and insurance money on daily basis for date paid and balances before end of day.
8. Maintains appropriate copies and reports.
9. Makes appropriate contractual adjustments to account.
10. Send out patient statements weekly. 

11. Enters totals into spread sheet for Insurance received and billed. 

12. Works together with supervisor and coworkers on Medical Manager issues
.
13. Daily close.
14. Aging every 30 days and turns in worked aging to supervisor on last working day of the month.
15. Helps where needed as directed by supervisor.

16. Full coverage for Patient Financial Counselor and assists Financial Counselor in all her duties and responsibilities as needed.

SUPERVISORY RESPONSIBILITIES: 

None
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QUALIFICATIONS: 

1. High school graduate or GED

2. Must possess good customer service and math skills

3. Accuracy and dependability

4. Must be able to produce a high volume of work

5. Must be a self-starter

6. Computer literate

7. Possess good verbal and writing skills

8. Possess a basic knowledge of CPT, ICD, and HCPCS codes

9. Possess a basic knowledge of insurance billing

PHYSICAL REQUIREMENTS:
While performing the duties of this job, the employee is regularly required to sit; use hands to manipulate objects, tools or controls; reach with hands and arms; and talk and hear.  The employee must frequently lift and/or move up to 10 pounds and occasionally lift and/or move up to 25 pounds.  Specific vision abilities required by this job include close vision, distance vision, peripheral vision, depth perception and the ability to adjust focus.  Noise level in the work environment is usually quiet.

I am able to perform these tasks without accommodation.



____ Yes


____ No

If no, list required accommodations.

I have read and understand the above job description and I accept all the responsibilities of the position.

________________________



___________________

Employee’s Signature




Date

________________________



___________________

Supervisor’s Signature




Date

Ins.Billing/Collections/Slide Asst
10/23/08
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