PPAZ Medical Billing Specialist Job Description


Job Title: 		Medical Billing Specialist
Division: 		Billing
Reports To: 		Revenue Cycle A/R Manager
FLSA Status: 		Non-Exempt

SUMMARY 
Our services include an emphasis on family planning and reproductive health care, including the provision of birth control and comprehensive contraceptive counseling, testing and treatment of sexually transmitted infections, pregnancy testing, counseling and referral, HIV testing, annual exams, abortion care, and more. In addition, we focus on providing medically accurate sexuality education and training services throughout the state.

This position facilitates all billing to third parties and patients. Credentials and maintains relationships with contracted insurance companies and providers. Audits patients’ accounts for accuracy in transaction and collection and communicates with the health centers.
The employee, whose signature appears above, agrees to be accountable for the ESSENTIAL DUTIES AND RESPONSIBILITIES, which include the following; other duties may be assigned: 

· Performs and maintains provider credentialing necessary with each insurance plan. 
· Corrects, edits and manages denied claims via NextGen open tasks: Invalid CPT, Invalid DX, Missing Modifier, Bill another Carrier, Invalid Eligibility, Authorization/Referral, Documentation Required or Other open tasks requiring intervention.
· Audits, generates, and uploads insurance claims to clearinghouse and submits claim by paper as appropriate.
· Reviews and make corrections to rejected claims and resubmits to payers.
· Daily audit of self-pay encounters to ensure integrity of the patients’ account.
· Handles internal communications with the health centers related to insurance billing and collections.
· Requests medical records from health centers as requested by the contracted insurance plans.
· Corresponds with and assists vendors involved with patient accounts. Reviews and prepares check requests for patient and insurance refunds.
· Processes and posts patient payments (credit card) in an accurate and timely manner in accordance with department policies, procedures and performance goals.
· Coordinates with the Network Administrator II to ensure accurate billing information flow. Updates CPT codes and ICD-9 codes, as needed, at least on an annual basis. Works with Billing Manager to maximize revenue potential based on our unique services and providers.
· Maintains confidentiality of all department, patient, and billing matters.

SUPERVISORY RESPONSIBILITIES 
None.

QUALIFICATIONS
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

EDUCATION and/or EXPERIENCE 
High School diploma or General Education Degree (GED) and 1 year work experience, or an equivalent combination of education and experience. Medical Coding Certification and knowledge of Current Procedural Terminology (CPT), International Classification of Diseases and Health Care Procedure Coding System (ICD-9) knowledge preferred.  

Ability to type 50 WPM, including statistical/financial typing with accuracy. NextGen software experience highly desirable. Excel, MS Word with Windows based computer experience skills required.

LANGUAGE SKILLS 
Ability to read and write simple instructions, short correspondence, and memos. Ability to communicate clear instructions to enact policy decisions. Ability to effectively present information in one-on-one and small group situations with employees of the organization.

REASONING ABILITY 
Ability to apply common sense understanding to carry out instructions furnished in written, oral, or diagram form. Ability to deal with problems involving several concrete variables in standardized situations.

CERTIFICATES, LICENSES, REGISTRATIONS 
CPT Coding Certificate helpful.

PHYSICAL DEMANDS
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to sit and use hands to finger, handle, or feel. The employee frequently is required to reach with hands and arms. The employee is occasionally required to stand, walk, and talk or hear. Specific vision abilities required by this job include close vision, and ability to adjust focus.

WORK ENVIRONMENT
The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

The noise level in the work environment is usually moderate.

This is not necessarily an exhaustive list of all responsibilities, skills, duties, requirements, efforts or working conditions associated with this job. While this is intended to be an accurate reflection of the current job, management reserves the right to revise the job or to require that other or different tasks be performed when circumstances change.
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