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	Job Description Form

	Division/Department: Billing

	Location: Charleston, SC

	Job title: Sr. Billing Specialist

	Reports to: Emily Osetek
Title: President

	Level/Grade:
	Type of position:
( Full-time

( Part-time

( Contractor

( Intern
	Hours____/week
FLSA Status:
( Exempt

( Nonexempt

	Job Summary: Performs all tasks related to medical billing for specific clients. Coordinates work flow and communication between the client and Sourcenet.

	General Description:

· Processes billings to patients and third party carriers; maintains supporting documentation files 
· Keys data, posts transactions, and verifies accuracy of input to reports generated
· Researches and responds by telephone and in writing to patient inquiries regarding billing issues and problems
· Follows up on submitted claims; monitors unpaid claims, initiates tracers; resubmits claims as necessary
· Receipt of patient payments and third party reimbursements; posts and reconciles payments to patient accounts
· Maintains patient demographic information and data collection systems
· May assist in preparing documentation and responses for legal inquiries, litigation, and court appearances
· Ensures strict confidentiality of financial records
· Performs a variety of general clerical duties, including telephone reception, mail distribution, and other routine functions
· All other tasks and duties as assigned

	Work experience requirements:
· Knowledge of Microsoft Office, Outlook, & Data Entry
· Ability to interact and communicate with people over the telephone, often in stressful situations
· Ability to communicate effectively, both orally and in writing
· Ability to gather data, compile information, and prepare reports
· Ability to use independent judgment and to manage and impart confidential information
· Records maintenance skills; both manual and scanned documents
· Knowledge of medical insurance claims procedures and documentation 

	Education Requirements
· GED or high school diploma required
· at least1year of experience that is directly related to the duties and responsibilities specified 
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