JOB TITLE:
DOCUMENTATION COORDINATOR
      POSITION:
   FULL TIME

    SALARY:
BASED ON EXPERIENCE

         TRAVEL: 
   CONTACT COMPANY
INDUSTRY:
HEALTHCARE



       REQUIRED








  EXPERIENCE:   MINIMUM 2 YEARS

DESCRIPTION

OVERVIEW:

ASSIST BILLING DEPARTMENT IN OBTAINING PROPER DOCUMENTATION FOR BILLING AND APPEALS PROCESSES FOR MAXIMUM REIMBURSEMENT.

JOB DUTIES AND RESPONSIBILITIES:

· COORDINATE RETRIEVAL OF MEDICAL DOCUMENTATION RELATING TO HME PATIENT SERVICES.
· UNDERSTAND AND APPLY FEDERAL AND STATE SPECIFIC REGULATIONS RELATED TO DOCUMENTATION PRACTICES, COMPLIANCE WITH MEDICARE, STATE AND PRIVATE INSURANCE PAYORS.
· UNDERSTAND FEDERAL, STATE AND HME REGULATIONS RELATED TO MEDICAL RECORD DOCUMENTATION (CERTIFICATES OF MEDICAL NECESSITY).
· RESEARCH, IDENTIFY AND TAKE ACTION TO RESOLVE DISCREPANCIES WITH ALL MEDICAL RECORDS DOCUMENTATION.
QUALIFICATIONS:

1. MUST DEMONSTRATE ABILITY TO PRODUCE HIGH QUALITY WORK UNDER CIRCUMSTANCES OF LIMITED TASK SUPERVISION, AND TO INITIATE THE COMPLETION OF OTHER TASKS NOT SPECIFICALLY DIRECTED.

2. MUST HAVE EXCELLENT WRITTEN AND VERBAL COMMUNICATION SKILLS.

3. MUST HAVE KNOWLEDGE OF AND UNDERSTAND MEDICAL TERMINOLOGY AND ICD-9-CM CODING.

4. MUST HAVE WORKING KNOWLEDGE OF COMPUTER APPLICATIONS, SUCH AS WINDOWS, MS EXCEL, WORD AND DATABASE PACKAGES.

5. MUST BE ABLE TO WORK INDEPENDENTLY.

6. MUST HAVE ORGANIZATIONAL SKILLS.

7. MUST HAVE UNDERSTANDING OF FEDERAL, STATE AND HME REGULATIONS RELATED TO MEDICAL RECORD DOCUMENTATION (CERTIFICATES OF MEDICAL NECESSITY).

8. MUST HAVE ANALYTICAL AND PROBLEM SOLVING ABILITIES TO RESEARCH AND RESOLVE QUESTIONS AND PROBLEMS.

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

