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POSITION DESCRIPTION

Position Title:

Medical Billing Specialist


Reports to:

Business Office Manager

           Approved By:
Position Purpose:
Perform claim follow-up, resubmit claims as needed.  Adjudicate claims following insurance contracts and government regulations.  Call internal and external contacts to work on claim resolution.  Identify, analyze and recommend solutions to billing issues and identify trends in payments and adjustments.  Enter patient demographics, perform charge entry and payment posting if needed.  Perform all aspects of collection activity with carriers and patients.  Assist in training as needed.

	PRIORITY


	ESSENTIAL FUNCTIONS
	% TIME

	1
	Apply extensive knowledge of multiple contracts, agreements and government guidelines/regulations to research and resolve accounts.  Investigate reimbursement trends, coding issues (ICD9 and CPT4).   Contact various internal and external representatives to obtain maximum reimbursement.  Escalate unresolved issues.  Prepare and submit appeals for non-payment, under-payment and denials.  Perform collection activity on patient balances.
	50%

	2


	Update patient demographics as needed and directed.   Review upcoming appointments for payable diagnosis for service and obtain prior authorization as needed.  Assist patients with applying for grant assistance for injection co-pays; monitor grant balances.  Assist patients with payment plans; monitor budget accounts.
	30-35%

	3
	Prepare and give written and oral presentations of account status.  Train new staff as needed.
	10%

	4


	Compile statistics and summarize data for office on payers, carriers, or for special projects.  Perform necessary billing activities to maintain office goals.
	5%


Percent of time is an estimation and may change.

Requirements:
10 key adding machine, data entry and keyboard skills.  Knowledge of ICD9 and CPT coding.  Knowledge of government and insurance contracts.  Previous experience in related field of at least two years.  Education may substitute for half of the previous experience.

Preferred:

Knowledge of spreadsheets, word processing.  

