Job Title: Accounts Receivable/Medicare Billing Coordinator

Supervision Received: Reports directly to the Office Manager

Job Duties:

-Process all Medicare, Medicaid, and Mercy accounts receivable.

-Review all Explanation of Benefits. Resubmit as needed.

-Post all payments received. Include in daily bank deposit.

-Direct bill patients for non covered expenses.

-Track aged accounts 30, 60, 90 days per office protocol.

-Monitor claim status on a monthly basis.

-Review day sheets and bank deposits. File appropriately.

-Monitor A/R on patients coming in daily. Advise receptionist if balance due.

-Maintain correspondence with insurance reps as needed.

-Assist receptionists as needed.

-Answering telephones, taking messages appropriately.

-Processing MasterCard/VISA payments.

-Attends required meetings and participates in annual trainings.

-Maintains patient confidentiality.

-Restocking office supplies as needed.

-Work as a PCMH Team Member, responsible for improvement in the clinical and satisfaction outcomes of all Patient-Covered Medical Home patients and provide patients with access to care, care management, care coordination, and preventive services where appropriate.

Performance Requirements: 

-Knowledge of most health insurance plans (capitated and fee for service). 

-Knowledge of basic math and minor accounting procedures.

-Knowledge of common safety including OSHA regulations.

-Skill in using general office machines.

-Skill in maintaining records and filing reports.

-Skill in establishing and maintaining effective work relationships with patients, medical staff, and the public.

-Ability to recognize problems and recommend solutions.

-Ability to react calmly and effectively in emergency situations.

-Ability to communicate clearly.

Education: High School Diploma. Courses or Degree in Accounting or Bookkeeping

