Supplemental // Health Care*

WORKFORCE SOLUTIONS

Medical Biller / Collector
Job Description

Reports to: Revised:
Work Site Supervisor 05/2012

General Purpose:

Under general supervision of supervisor or manager the Medical Biller/Collector is responsible for timely submission
of claims to insurance companies from a wide variety of medical providers and facilities, as well as monitoring and
ensuring payments for medical services are received in a timely manner. Medical Biller/Collector may also function as
an intermediary between healthcare providers, clients, patients and health insurance companies.

Essential Functions:

Reviews patient bills for accuracy and completeness; obtains missing information.

Knowledge of insurance, especially Medicare and Medicaid, rules and guidelines.

Identify insurance company or proper party (patient) to be billed; identify and bill secondary or tertiary
insurances.

Perform coding and billing tasks on a computerized health information technology (HIT) system.

Utilize a combination of electronic health record (EHR) and paper patient records to perform billing duties;
maintain an accurate, legally compliant medical record.

Process claims as they are paid and credit accounts accordingly.

Review insurance payments for accuracy and compliance with contract discounts.

Review denials or partially paid claims and work with the involved parties to resolve the discrepancy.

Manage assigned accounts ensuring outstanding/pending claims are paid in a timely manner and contact
appropriate parties to collect payment.

Communicate with health care providers, patients, insurance claim representatives and other parties to clarify
billing issues and facilitate timely payment.

Consult supervisor, team members and appropriate resources to solve billing and collection questions and issues.
Maintain work operations and quality by following standards, policies and procedures; escalate compliance issues
to supervisor.

Prepare reports and forms as directed and in accordance with established policies.

Perform a variety of administrative duties including but not limited to: answering phones; faxing and filing of
confidential documents; and basic Internet and email utilization.

Provide excellent and professional customer service to internal and external customers.

Function as contributing team member while meeting deadlines and productivity standards.

Minimum Requirements:

Education: High school diploma or equivalent. Successful completion of program in medical billing; current
Certified Medical Reimbursement Specialist (CMRS) certification; or Associates Degree in Business
Administration, Accounting or Health Care Administration may be preferred or required.

Training and experience: Unless otherwise indicated, one year of current experience within the last three years
in a comparable job classification required.

Internet, email, MS Office and data entry skills required.

Educated on and compliant with HIPAA regulations; maintains strict confidentiality of patient and client
information.

e Ability to work effectively within role independently and with other team members.

e Ability to organize and complete work in a timely manner.

e Ability to read, write and effectively communicate in English.

e Ability to understand medical/surgical terminology.

e Health Requirements: In good health and able to work without restrictions as evidenced by Health Statement.

e Compliance with Supplemental Health Care’s pre-assignment and medical requirements including: Hepatitis B
Information or Waiver; and any additional state or facility medical requirements.

e Physical Demands-Stooping, turning, bending, squatting, kneeling and the ability to lift up to 50 pounds;
constant/repetitive standing; requires normal, correctable vision and hearing, and the ability to accurately
discern color as necessary to perform job functions.
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The above statements reflect the general details necessary to describe the principal functions of the job as identified,
and shall not be considered as a detailed description of all work requirements that may be inherent in the position.

In the following paragraphs, Supplemental Health Care is referred to as the “Company”. The Health Care
Professional will receive or have access to information about the “Company’s” customers, referral sources, Health
Care Professionals and applicants, as well as information including, but not limited to customer lists, applicant lists,
applicant resumes, information pertaining to customer business preferences, computer programs, financial data,
contracts, statistics, manuals, files, techniques and procedures, all of which is the “"Company’s” confidential property
and which shall be considered “Trade Secrets”. The Health Care Professional agrees to keep all Trade Secrets in
strictest confidence at all times and acknowledge that these belong to the “Company” or are related to its business.
At no time during or after work status will the worker use or disclose to any person any Trade Secrets belonging to
the “Company” or the “Company’s” predecessors and successors of interest, or its subsidiaries, affiliates, licensees,
or franchisees, used or made available to them in the course of their work status. Immediately upon the termination
of work status, or upon request by the “Company”, the Health Care Professional will return to the “Company” all
Trade Secrets and other materials or property of the “Company” in their possession, including all copies thereof, in
whatever form they exist.

The Health Care Professional will receive or have access to information about patient/client medical records ("Patient
Information"), all of which is confidential property. The Health Care Professional agrees to keep all Patient
Information in strictest confidence at all times. At no time during or after work status will the Health Care
Professional use or disclose to any person any Patient Information made available to them in the course of their work
status. Immediately upon the termination of work status, or upon request by the “Company”, the Health Care
Professional will return all Patient Information and other materials or property in their possession, including all copies
thereof, in whatever form they exist. Violation of confidentiality is cause for disciplinary action, including immediate
termination.

Furthermore, the Health Care Professional will read and abide with the policies outlined in the “Orientation Handbook
for Health Care Professionals” and is responsible to comply with any revisions that are communicated. The
“Orientation Handbook for Health Care Professionals” describes important information about Supplemental Health
Care; the Health Care Professional should consult their representative regarding any questions not answered in the
handbook.

Health Care Professionals will be required to follow any other job-related instructions and to perform any other job-
related duties requested by a supervisor on behalf of the “"Company”. All duties and responsibilities contained in this
job description are essential job functions.
This document does not alter the “at will”
Professional.

Health Care Professional Acknowledgement:

I have reviewed my job description and agree to perform all duties mentioned to the best of my ability. I understand
my job duties may change as the needs of the department change. I further agree to notify my immediate
supervisor, if I am unable to complete any of my job duties in a timely manner.

nature of the relationship between the “Company” and Health Care

Signature
Name & Title  (please print) Date
Revised: 05/2012 ©2012 Supplemental Health Care Medical Biller/Collector Job Description

Page 2 of 2




<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /All
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Warning
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.0000
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo true
  /PreserveFlatness true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages true
  /ColorImageMinResolution 300
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /CropGrayImages true
  /GrayImageMinResolution 300
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /CropMonoImages true
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName ()
  /PDFXTrapped /False

  /Description <<
    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000500044004600206587686353ef901a8fc7684c976262535370673a548c002000700072006f006f00660065007200208fdb884c9ad88d2891cf62535370300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>
    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef653ef5728684c9762537088686a5f548c002000700072006f006f00660065007200204e0a73725f979ad854c18cea7684521753706548679c300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>
    /DAN <>
    /DEU <>
    /ESP <>
    /FRA <>
    /ITA <>
    /JPN <>
    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020b370c2a4d06cd0d10020d504b9b0d1300020bc0f0020ad50c815ae30c5d0c11c0020ace0d488c9c8b85c0020c778c1c4d560002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>
    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken voor kwaliteitsafdrukken op desktopprinters en proofers. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)
    /NOR <>
    /PTB <>
    /SUO <>
    /SVE <>
    /ENU (Use these settings to create Adobe PDF documents for quality printing on desktop printers and proofers.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)
  >>
  /Namespace [
    (Adobe)
    (Common)
    (1.0)
  ]
  /OtherNamespaces [
    <<
      /AsReaderSpreads false
      /CropImagesToFrames true
      /ErrorControl /WarnAndContinue
      /FlattenerIgnoreSpreadOverrides false
      /IncludeGuidesGrids false
      /IncludeNonPrinting false
      /IncludeSlug false
      /Namespace [
        (Adobe)
        (InDesign)
        (4.0)
      ]
      /OmitPlacedBitmaps false
      /OmitPlacedEPS false
      /OmitPlacedPDF false
      /SimulateOverprint /Legacy
    >>
    <<
      /AddBleedMarks false
      /AddColorBars false
      /AddCropMarks false
      /AddPageInfo false
      /AddRegMarks false
      /ConvertColors /NoConversion
      /DestinationProfileName ()
      /DestinationProfileSelector /NA
      /Downsample16BitImages true
      /FlattenerPreset <<
        /PresetSelector /MediumResolution
      >>
      /FormElements false
      /GenerateStructure true
      /IncludeBookmarks false
      /IncludeHyperlinks false
      /IncludeInteractive false
      /IncludeLayers false
      /IncludeProfiles true
      /MultimediaHandling /UseObjectSettings
      /Namespace [
        (Adobe)
        (CreativeSuite)
        (2.0)
      ]
      /PDFXOutputIntentProfileSelector /NA
      /PreserveEditing true
      /UntaggedCMYKHandling /LeaveUntagged
      /UntaggedRGBHandling /LeaveUntagged
      /UseDocumentBleed false
    >>
  ]
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


