Family Health Centers – Job Description


	Approved By:

	Title:

	Approval Date:


JOB TITLE:
Patient Accounts Representative 
DEPARTMENT: 
Administration
Revised Date:  February 2007
FLSA STATUS:
Pay Level:  04
Exempt    ( Non-Exempt
Salary    (  Hourly
REPORT TO:
Patient Accounts Manager
JOB SUMMARY:
 Posts payments received on accounts on a daily basis with accuracy; communicates with patients and others in a professional and courteous manner; codes hospital and clinic charges with appropriate ICD-9 and CPT codes; reviews aged accounts and determines collection assignments; backs up other patients accounts representatives as required; performs other duties as assigned.
SPECIFIC DUTIES / SKILLS:
Access & Quality
1. Post patient and insurance payments on a daily basis for assigned accounts, including rebilling to secondary insurance or patient as required, and correcting and rebilling all denials. 
2. Ensure correct payment and refund overpayments.
3. Maintains knowledge of ICD-9 and CPT coding

4. Maintains knowledge of all insurance payors including payments, covered services and other payor-specific processes.
5. Review and update patient and insurance screens, maintain patients’ accounts
6. Process income verifications and insurance additions/changes, making appropriate adjustments to accounts as required.

7. Review monthly insurance aged accounts and work accounts to ensure timely payment and maintain A/R within targeted goal.

8. Process collection activities, including review of patient accounts over 90 days for assignment to collection agency.

9. Code and post hospital charges for assigned accounts.

10. Maintain computer files of current ICD-9 and CPT codes, in close communication with MIS department

11. Review monthly credit balance report, research and refund to patient or insurance as required

12. Post charges as required
13. Submits electronic claims and generates patient statements as required.
14. Provide backup for other Patient Accounts Representatives.

15. Answer telephone; handle patient inquiries by phone and in person.
16. Available to all medical providers and nursing staff for coding assistance.

Advocacy
1. Treat all patients with dignity and respect

2. Provide excellent customer service
3. Conform to JCAHO and HIPAA regulations
4. PHI (Protected health Information) Compliance
QUALIFICATIONS:  
· High School Diploma or G.E.D., some college desired

· Courses in medical terminology, accounting, medical coding highly desired

· Minimum of one year experience in an accounting/ financial environment

· Previous experience using medical terminology, ICD-9 and CPT coding highly desirable

· Experience in the health care field a plus

· Strong computer skills
· Employee must be able to work hours as scheduled, which may include Saturdays, evenings or extended hours.

Knowledge and Abilities:
· Ability to work with computerized patient/ financial database and related programs

· Knowledge of Medicaid, Medicare, and other insurance protocols desired

· Ability to learn medical terminology, ICD-9 and CPT coding is essential

· Strong oral and written communication skills, bilingual English / Spanish preferred

· Ability to prioritize and organize within strict timelines and deadlines

· Ability to communicate effectively with difficult patients

· Cultural sensitivity, and sensitivity to the lifestyles of low income people

· Ability to maintain strict confidentiality with FHC and community

GENERAL DUTIES AND RESPONSIBILITIES:
· Maintain a courteous attitude toward internal and external customers at all times

· Ability to work in a team oriented atmosphere
· Honest, courteous and professional manner 

· Good personal hygiene
· Free of alcohol and drug abuse
· Have a valid Washington driver’s license and insurable.

ESSENTIAL PHYSICAL REQUIREMENTS:
	Physical Requirements
	N/A
	Rarely     

( 1-12%)
	Occasionally 

( 13-33%)
	Frequently 

( 34-66%)
	Regularly 

( 67-100%)

	Standing
	
	
	x
	
	

	Walking
	
	
	
	x
	

	Climbing
	
	x
	
	
	

	Sitting
	
	
	
	
	x

	Stooping / Kneeling
	
	x
	
	
	

	Lift/Carry up to 15 lbs.
	
	x
	
	
	

	Lift/Carry up to 30 lbs.
	
	x
	
	
	

	Lift/Carry up to 50 lbs.
	
	x
	
	
	

	Push/Pull up to 25 lbs. of exertion
	
	x
	
	
	

	Push/Pull up to 50 lbs. of exertion
	
	x
	
	
	

	Work below waist level
	
	x
	
	
	

	Work at waist to shoulder level
	
	
	
	
	x

	Work above shoulder level
	
	
	x
	
	

	Reach further than arm's length
	
	
	x
	
	

	Fingering
	
	
	
	
	x

	Grasping / Holding
	
	
	x
	
	

	Talking
	
	
	
	
	x

	Hearing
	
	
	
	
	x

	Seeing
	
	
	
	
	x

	Work in confined spaces
	
	
	x
	
	

	Exposed to extreme temperatures
	x
	
	
	
	

	Operate tools or machinery  (incl. office equip.)
	
	
	
	
	x

	Operate motorized vehicles/equipment
	x
	
	
	
	

	Work at heights balancing
	x
	
	
	
	

	Use/exposed to hazardous substances
	x
	
	
	
	


SALARY RANGE:
Patient Accounts base as determined by current pay level.
This description is intended to describe the essential job functions and the essential requirements for the performance of this job.  It is not an exhaustive list of all duties, responsibilities and requirements of a person so classified.  Other functions may be assigned and management retains the right to add or change the duties at any time.
Signature below acknowledges that I have received a copy of my job description.

__________________________________________________________________________

Employee Signature




Date

__________________________________________________________________________

Witness Signature




Date
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