Medical Billing Clerk

JOB SUMMARY:

To process and follow up on billing, review remittance advice forms to verify proper reimbursement, and to make adjustments as necessary.

JOB TYPE:
Position could be appropriate for a part-time role, paid internship or full-time opportunity.
POSSIBLE FUNCTIONS:

1.
Checks to ensure that hospital records for patients include all information required for Medicaid or other insurance reimbursement.

2.
Verifies correct coding to ensure prompt payment.

3.
Inputs correct billing information and transmits electronically to carrier.

4.
Consults with claim clerks carrier’s office about any disputed claims, and follows up on all bills not processed within usual claim period.

5.
Reviews remittance advice forms to determine any adjustments made to bills as submitted and consults with carrier’s office as required.

6.
Authorizes or makes adjustment to hospital bills to correct any errors.

7.
Prepares weekly and monthly reports of billing for controller's office.

8.
Attends training schedules as required to keep abreast of any changes in procedures as well as annual in-services (fire, safety, and infection control.)

SUGGESTED EDUCATION, EXPERIENCE, AND SKILLS:
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 Education: Two or four year vocational degree suggested 

2. Skills: Verbal communication skills and hearing ability to discuss billing with medical staff, patients, and carrier personnel.
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