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Title: PFS Billing Specialist I
Position #: 
Department: Psychiatry
Category: Non-Exempt

Reports to: DHPA Patient Financial Services Manager (073201)
Level: DRM A



Date:  2004
Position Purpose

To track aged accounts receivable and to keep accurate records of all transactions in order to maintain timely receivables and maximize cash flow in the processing of third party and private pay insurance claims and payments. 

Key Accountabilities

Policies and Procedures

· Applies policies and procedures related to third party payers and fund sources to the processing of insurance claims and payments.  Constantly monitors all policy updates and changes through bulletins and seminars.

· Implements changes and updates of department policies and procedures as they relate to their designated responsibilities. 

Billing Process

· Contacts and discusses with the attending MD any discrepancies in coding and documentation to assure correct service is billed. 

· Determines which service is billable for partial hospitalization program based on contract with Mary Hitchcock Memorial Hospital.

· Audits records to assure appropriate documentation and level of coding.

· Follows up with Clinical support staff when payer denies for missing pre-certifications or referral authorizations.

· Handles complex issues with diplomacy and tact relating to full and complete access to a patient’s health care benefits.

· Communicates interdepartmentally, with third party payers, patients and their families, government agencies, regulatory bodies, and physicians regarding patient’s health care benefits.

· Responds to extensive staff and patient inquiries regarding patient’s accounts, providing information on claims, payments, and all transactions regarding Dartmouth Hitchcock Psychiatric Associates billing system.

· Communicates respectfully with a diverse College and DHMC community and general public.           

· Processes claims and payments in a timely manner.

· Monitors the billing process and when appropriate follows-up on all insurance denials and appeals; sends inquiries regarding unpaid billings; investigates delinquent accounts and monitors accounts receivable on a monthly basis. 
· Meets with the PFS Manager to review the aging of accounts as it relates to their responsibility. 
· Provides back up to other PFS Billing Specialists when necessary; coordinates work with other staff.
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Performs other duties as assigned.

Position Requirements

	· Skills & Knowledge

· Excellent problem solving and organizational skills.  

· Effective communication skills and sensitivity to patients and patient families.  

· Ability to assertively communicate with providers and third party payers. 

· Ability to work under pressure and maintain patient financial and clinical confidentiality. 

· Demonstrated ability to cope effectively and tactfully in stressful or controversial situations.  

· Knowledge of medical terminology.

· Familiarity with Medicare and Medicaid regulations associated with healthcare billing.

· Knowledge of computers and related software programs to include health care billing systems.  

· A working knowledge of CMHC system preferred.


	· Experience

· Two years of related insurance and/or medical billing experience.


	· Education

· Associate’s degree or the equivalent.
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