Texas Spine & Neurosurgery

	Job Title: Billing Clerk
	Reports to: Office Manager

	Revision Date: May 30, 2010
	FLSA: Non-Exempt


Position Overview:

The billing clerk is responsible for generating revenue by making payment arrangements; collecting accounts; monitoring and pursuing delinquent accounts.  This person also assists the doctor, nurse and other staff to ensure that all office tasks are completed in an accurate and timely fashion.
Essential Job Functions

Audits and enters daily cash receipts based on front office receptionist’s records.
Adjusts accounts pursuant to managed care contracts directives, keeping office manager aware of changes and edits.
Researches potential refunds, gathers related documentation and works with office manger to collect funds as appropriate.
Audits and assists with keeping patient accounts receivable clear of low balances and discrepancies.
Bills charges once per week and keeps records regarding said charges.
Makes collection calls on accounts receivables over 35 days past due, documenting all information collected in account notes.
Reviews EOBs to confirm that insurance companies are paying according to the contracted fee schedule; ensure issues are brought to office manager’s attention.
Rebills all outstanding procedures to insurance companies as needed, maintains documentation regarding same.
Seeks approval from office manager regarding and facilitates payment arrangements with patients on outstanding accounts.
Escalates outstanding fee issues of any kind to office manager after 60 days of nonpayment.
Obtains surgery benefits before all surgical procedures and information nurse and office manager of possible issues, so that they may discuss with physician and patient prior to surgery.
Prepare accounts for collections and, once approved, process accordingly.
Handle payment and adjustment posting.
Assists with medical records as needed.
Assists with answering phones as needed.
Performs other duties as required by the company.

Requirements

· High school diploma required; Associates Degree preferred.

Minimum 2 years experience with billing in a medical office.
Computer literate, including but not limited to familiarity with MS Windows, MS Excel, MS Word and MS PowerPoint.
Must be capable of working out problems regarding account payments.

Knowledge of managed care and free contracts and benefits.
Knowledge of workers compensation benefits and contracts.
Must have a professional, clear phone voice.
Bilingual in English and Spanish a plus.
Other Skills/Abilities

Adheres to office policies and procedures.

Maintains a positive and respectful attitude.

Communicates regularly with supervisor about office issues.

Is available to work outside of normal business hours on an as needed basis.

Has a good attendance record, is punctual and prepared to perform duties upon arrival.

Performs work in an honest, ethical and safe manner.

Maintains confidentiality in compliance with HIPPA requirements.

Exercises good judgment in sensitive or stressful situations.

Excellent organizational skills.

Has a proven and demonstrable dedication to work product quality and patient service.

NOTE:  This job description is not intended to be all-inclusive. Employee may perform other related duties as needed to meet the ongoing needs of the company and its’ patients.

