JOB TITLE:
PROJECT MANAGER




    POSITION:
FULL TIME

SALARY:
BASED ON EXPERIENCE



       TRAVEL:
REQUIRED

INDUSTRY:
HEALTHCARE





  REQUIRED










            EXPERIENCE:    MINIMUM 5 YEARS
DESCRIPTION

OVERVIEW:

ASSIST MANAGEMENT WITH ALL FUNCTIONS DIRECTLY RELATED TO A SPECIFIC PROJECT.

DUTIES AND RESPONSIBILITIES:

· COORDINATE ALL ACTIVITIES RELATED TO A PROJECT AND DISTRIBUTE WORK ACCORDINGLY
· OVERSEE PRODUCTIVITY OF BILLING STAFF AND ACCURACY OF WORK
· PREPARE MANAGEMENT REPORTS NECESSARY TO MONITOR PRODUCTIVITY
· REVIEW AND APPROVE ALL ADJUSTMENTS BEFORE DATA ENTERED INTO THE SYSTEM
· WORK CLOSELY WITH MANAGEMENT IN INTERVIEWING, EVALUATING, AND TRAINING STAFF
· ASSIST MANAGEMENT WITH SPECIAL PROJECTS AS NEEDED
· ASSIST MANAGEMENT WITH CONSULTATION OF NEW CLIENTS AS NEEDED
· PERFORM ALL BILLING FUNCTIONS WHEN NECESSARY
· RECOMMEND CHANGES TO IMPROVE PRODUCTIVITY AND EFFICIENCY OF STAFF
· RECOMMEND CHANGES TO IMPROVE PRODUCTIVITY AND EFFICIENCY OF CLIENT OPERATIONS
· ASSIST MANAGEMENT IN IMPLEMENTING NEW PROCEDURES TO IMPROVE PRODUCTIVITY AND EFFICIENCY OF STAFF AND CLIENT OPERATIONS
QUALIFICATIONS:

HIGH SCHOOL DIPLOMA OR EQUIVALENT.  AT LEAST 5 YEARS PREVIOUS EXPERIENCE IN HEALTHCARE OF WHICH two WERE IN MANAGEMENT.  STRONG SUPERVISORY EXPERIENCE WITH EXCELLENT LEADERSHIP SKILLS.  DEMONSTRATE GOOD INTERPERSONAL AND COMMUNICATION SKILLS.  ABLE TO WORK EFFECTIVELY WITH A WIDE RANGE OF PEOPLE AND PERSONALITY TYPES.  KNOWLEDGE OF HME BILLING OPERATIONS. KNOWLEDGE OF MEDICAL TERMINOLOGY AND CERTIFICATE OF MEDICAL NECESSITY REQUIREMENTS.  KNOWLEDGE OF ICD-9 CM CODING.  SOLID ANALYTICAL AND PROBLEM SOLVING SKILLS.  WORKING KNOWLEDGE OF VARIOUS SOFTWARE APPLICATIONS.  MUST HAVE EXCELLENT ORGANIZATIONAL SKILLS AND BE ABLE TO PRIORITIZE AND FACILITATE MULTIPLE TASKS EFFICIENTLY.
FOR IMMEDIATE CONSIDERATION, PLEASE FAX RESUME TO (615)  353 – 5938.

