JOB TITLE:
BILLING SPECIALIST



POSITION:
FULL TIME

    SALARY:
BASED ON EXPERIENCE

             
   TRAVEL:
REQUIRED

INDUSTRY:
HEALTHCARE



             REQUIRED








        EXPERIENCE:
MINIMUM 2 YEARS

DESCRIPTION

OVERVIEW:

ASSIST BILLING MANAGER IN MAINTAINING ALL BILLING FUNCTIONS FOR HME PATIENT SERVICES.  

DUTIES AND RESPONSIBILITIES:

· ASSIST BILLING MANAGER IN MAINTAINING CONTROL OF BILLING FUNCTIONS AS FOLLOWS:

· RECONCILE AND PROCESS ELECTRONIC CLAIMS

· RESOLVE ELECTRONIC CLAIM REJECTS

· RECEIVE ACCEPTANCE REPORTS FROM PAYORS (i.e. MEDICARE and STATE PROGRAMS)

· REVIEW BILLING EXCEPTION REPORTS

· OBTAIN NECESSARY BILLING INFORMATION PERTAINING TO SPECIFIC PAYOR REQUIREMENTS

· REVIEW EXPLANATION OF BENEFITS FROM MULTIPLE PAYORS

· ENTRY OF PATIENT INFORMATION INTO DATA BASE

· REVIEW DMERC POLICIES AND REGULATIONS FOR CHANGES/UPDATES IN REIMBURSEMENT AND COORDINATE COMPLIANCE

· RESPOND TO CUSTOMER INQUIRIES REGARDING ACCOUNT STATUS

· RESEARCH CUSTOMER ACCOUNTS THOROUGHLY AND DOCUMENT APPROPRIATELY

· ENSURE THAT ALL INFORMATION REGARDING COLLECTION ACTIVITY IS DOCUMENTED AND ENTERED INTO THE BILLING SYSTEM ACCURATELY

· RESUBMIT BILLS AS NECESSARY

QUALIFICATIONS:

HIGH SCHOOL DIPLOMA OR EQUIVALENT.  MINIMUM 2 YEARS PREVIOUS EXPERIENCE IN HME.  ABILITY TO WORK EFFECTIVELY IN A GROUP ENVIRONMENT.  ABILITY TO PRODUCE HIGH QUALITY WORK UNDER CIRCUMSTANCES OF LIMITED TASK SUPERVISION, AND TO INITIATE THE COMPLETION OF OTHER TASKS NOT SPECIFICALLY DIRECTED.  GOOD COMMUNICATION AND INTERPERSONAL SKILLS.  KNOWLEDGE OF MEDICAL TERMINOLOGY AND CERTIFICATE OF MEDICAL NECESSITY REQUIREMENTS. KNOWLEDGE OF ICD-9 CM CODING.   WORKING KNOWLEDGE OF COMPUTER APPLICATIONS, SUCH AS MS EXCEL AND WORD, DATABASE PACKAGES.  ANALYTICAL AND PROBLEM SOLVING ABILITIES TO RESEARCH AND RESOLVE QUESTIONS AND PROBLEMS.

FOR IMMEDIATE CONSIDERATION, PLEASE FAX RESUME TO (615)  353 – 5938.

