CORNERSTONE VNA
JOB TITLE:  Billing Coordinator
The purpose of this position is to promote the optimum level of well being, independence and dignity of those living in the community by providing trusted compassionate and expert healthcare.
JOB DESCRIPTION:

Performs billing, authorizations, collections, accounts receivable, authorization and billing statistical reports.      
ACCOUNTABILITY:     Billing Manager
EQUIPMENT:  Telephone, Computer (Microsoft Office), Fax Machine, Copier and other office tools
ENVIRONMENT:            Inside:  100%            Outside:   0%
DUTIES AND RESPONSIBILITIES:
· Contacts EDS/Medicare/Commercial insurances for eligibility purposes.

· Obtains initial and follow up authorizations for commercial insurances.
· Familiar with FISS system.  Processes accounts in suspense, 488 requests and manual adjustments for Medicare billings.
· Checks admissions for accuracy of payer information.
· Processes and submits Medicare and Medicaid claims either electronically or manually.

· Reviews and submits commercial insurance claims and private duty claims either electronically or manually.
· Participates in month end billing verification.

· Monitors and follows up on collections for delinquent accounts.

· Processes and follows up on miscellaneous billing such as grants, flu billing and Telehealth rental.
· Provides status reports of accounts receivable to the Billing Manager/Executive Director/Chief Financial Officer as requested.
· Must work well independently and be meticulous with regard to accuracy, organization and detail.

· Must demonstrate skill at meeting deadlines and being flexible.

· Fulfills additional performance responsibilities as assigned and as necessary; accurately and in a timely fashion, as assigned by the Billing Manager.

· Participates in personal growth and development.

· Completes work and documentation with accuracy and within agency timeframes.

· Requires minimal supervision and is self-directed.

· Protects and honors customer and coworker confidentiality.

· Meets attendance and punctuality expectations.

· Demonstrates cooperation with scheduling requests to meet agency needs.

· Consistently adheres to agency dress code.

· Demonstrates knowledge of policies and procedures applicable to own job description.  Adheres to agency policy and procedures.

· Maintains agency property, supplies and equipment in a manner that demonstrates accountability.

· Works towards resolution of interpersonal conflicts as they arise.

· Develops cooperation and collaborative work efforts that generally benefit all employees.

· Demonstrates a desire to set and meet objectives and to find increasingly efficient ways to perform tasks.
JOB STANDARDS AND KEY COMPETENCIES:  

· Excellent written and verbal skills.

· Exhibits a strong attention to detail and accuracy.

· Exceptional organizational and time management skills.

· Ability to manage multiple tasks and projects simultaneously, accurately and in a timely manner. 

· Demonstrate a good command of Internet usage.   

· Demonstrates knowledge of and adheres to organization’s policies and procedures.

· Understands, protects and honors client/coworker confidentiality including HIPAA regulations.

· Maintains cooperative and collaborative work ethic that benefits employees and constituents.

· Works towards resolution of interpersonal conflicts as they arise. 

· Meets attendance and punctuality expectation.


JOB TITLE:  Billing Coordinator
	PHYSICAL DEMANDS
	NEVER
	OCCASIONALLY
	FREQUENTLY
	CONTINUALLY

	Sit
	
	
	
	X

	Stand
	
	X
	
	

	Walk
	
	X
	
	

	Bend/Stoop
	
	X
	
	

	Squat
	
	X
	
	

	Crawl/Climb
	
	X
	
	

	Twist
	
	X
	
	

	Reach Above Shoulder Level
	
	X
	
	

	Kneel
	
	X
	
	

	Balance
	
	X
	
	

	Lift, Carry, Push, Pull
	
	
	
	

	
Maximum 10 Lbs.
	
	X
	
	

	
Maximum 20 Lbs.
	
	X
	
	

	
Maximum 50 Lbs.
	
	X
	
	

	
Maximum Over 50 Lbs.
	X
	
	
	

	Must Be Able To
	
	
	
	

	
See
	
	
	
	X

	
Hear
	
	
	
	X

	
Speak
	
	
	
	X

	
Use One Hand
	
	
	
	X

	
Use Both Hands
	
	
	
	X

	

	Environmental Conditions
	NEVER
	OCCASIONALLY
	FREQUENTLY
	CONTINUALLY

	Involves Being
	
	
	
	

	
Inside
	
	
	
	X

	
Outside
	X
	
	
	

	Exposed to Temperatures of
	
	
	
	

	32F and less
	X
	
	
	

	100F and more
	X
	
	
	

	Wet & Humid Conditions
	X
	
	
	

	
Noise, Vibration
	
	X
	
	

	
Fumes, Dust
	
	X
	
	

	

	Hazards, Exposure
	NEVER
	OCCASIONALLY
	FREQUENTLY
	CONTINUALLY

	Infectious Wastes
	X
	
	
	

	Toxic Chemicals
	X
	
	
	

	Needles/Body Fluids
	X
	
	
	

	Radiation
	X
	
	
	

	Chemotherapeutics
	X
	
	
	


Occasionally = 1% to 33% of the time                               Frequently = 34% to 66% of the time

Continually = 67% to 100% of the time
SPECIFIC VOCATIONAL REQUIREMENTS





Licensure/Certification Requirements:     None





Other Training, Skills and Experience Requirements: 


Experience in billing & collections


Experience in computers, MS Office.


Experience in billing, authorizations, credit, collections, healthcare experience preferred.


Associates degree in finance/accounting or equivalent experience.


 


Judgment: Work performed under general direction requiring a substantial amount of original thinking         
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