PROJECT HEALTH, INC.
Job Description

JOB TITLE:

Patient Financial Counselor

DEPARTMENT:
Financial Services

REPORTS TO:
Insurance Billing Supervisor
FLSA STATUS:
Nonexempt

JOB SUMMARY:


Internal:   Frequent contact with insurance department and patient account representatives regarding insurance, billing, and patient account information.


External:   Some contact with insurance companies to resolve questions at patients’ requests.  Contact with collection agencies.

Patient Contact:  Contact with all patients to serve as a liaison in explaining clinic charges and assisting with applications for reduced fees and all other billing questions.
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following.  Other assignments, projects and duties may be required:
1. Review required financial information with patients verbally and in writing; explain clinic policy concerning sliding fees.

2. Assist patients with contacting insurance companies and internal insurance department when questions arise concerning services covered and payment of services.

3. Filing all slide paperwork in department.

4. Update patient account information and enter in computer.

5. Prepare returned statements for re-mailing by contacting patient for corrected address information.  Handle all return mail follow-ups.  

6. Verify insurance information and benefit plans.

7. Verify responsible party.

8. Collect compliance data for sliding fee documentation:  

a) Track number of patients seen per month

b) Sliding fee audits


9.   Collection duties include:

a) Working accounts over to collection module

b) Sending in-house collection letters
c) Adjusting off patients to collections that have not paid and sending to collection agency
d) Maintain spread sheet to keep track of totals
e) Post collection payments
f) Adjusts accordingly for documented bankruptcies

g) Adjusts accordingly for documented NSF
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SUPERVISORY RESPONSIBILITIES:

None

QUALIFICATIONS:


Duties and responsibilities required are normally acquired through completion of high school education including mastery of specialized training in areas such as clerical procedures, with a minimum of one year of related experience in a medical setting or an equivalent combination.


Job-related skills include the ability to extract data from conversations and documents.  Ability to operate computers.  Basic knowledge of medical terminology.

PHYSICAL REQUIREMENTS:
The physical requirements described here are representative of those that must be met by an employee to successfully perform the essential functions of the job.
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  

Pt.Fin.Counselor

Revised 10/23/2008
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