Patient Financial Services Manager – Sample B (2015)

JOB TITLE:
Patient Accounts Manager 
 
DEPARTMENT: 
Patient Accounts 

FLSA STATUS: 
Exempt/Salary     
  
REPORT TO:
Chief Financial Officer 
PRIMARY ACCOUNTABILITY: 


Oversees the Patient Accounts ensuring compliance with laws and practices related to billing all billing functions

PRIMARY DUTIES AND RESPONSIBILITES

1. Oversees billing functions

a. Manages the practice management system, processes and workflows

b. Assists in the development and periodic update of the clinics fee schedules

c. Coordinates the clinical site workflow with dental and medical office managers

d. Participates in development of appropriate policies and procedures for accurate coding 

e. Supervise and review adjustments to patient accounts

f. Coordinates transactional activity between enterprise practice systems and patients electronic charts in accordance with policies and procedures

g. Codes and posts charges and posts payments on a share of the accounts; approximately 10 to 15% or as agreed to with the CFO.

2. Communicates and maintains relationships with third party vendors

3. Maintains regulatory compliance

a. Establishes and maintains billing standards, procedures and policies

b. Develop and maintain set standards for measuring work performance of patient accounts staff

c. Monitor guidelines and regulations governing billing of patient services to Medicaid, Medicare and all other payors

d. Monitor pertinent healthcare trends, managed care and fee for service reimbursement issues

e. Conducts internal audits to monitor ongoing compliance with State and Federal regulations.

f. Provides interpretation and implementation of billing policies and procedures to Patient Accounts Department staff, Patient Registration providers and other staff.
g. Reviews all billing inquiries and reports of non-compliance, and provides investigation and resolution.

h. Maintains current/extensive knowledge of State and Federal regulations applicable to billing processes.

i. Updates sliding fee scale annually based on Federal Poverty Guidelines

4. Establishes internal controls and participate in audits as assigned

a. Audits for accuracy and completion of all patient demographic and insurance information gathered by Patient Registration staff.

b. Ensures maximum payment collections on a daily basis, responsible for monitoring and improving collection rates.

5. Report status of claims processing regularly to Chief Financial Officer and provides statistical reports and other reporting as assigned

6. Acts as liaison between patient accounts staff and software vendor customer support to resolve issues

7.  Responsible for Supervising the Patients Accounts Department

a. Oversees Patient Accounts and Eligibility Specialist.
b. Maintains monthly department schedules

c. Ensures consistent coverage of departmental duties

d. Provides a desirable work environment to promote high morale and job satisfaction

e. Provides performance feedback to staff on a regular basis

f. Maintains documentation and follows corrective process

g. Completes performance evaluation process per established policies

8. Strategic Planning duties and responsibilities

a. Develops and maintains departmental scorecard

b. Continually strives to meet strategic goals

c. Communicates strategic imperatives to staff regularly at staff meetings

9. Attendance 
a. Ensures attendance and hours worked are accurately recorded in the computerized timekeeping system. 
b. Properly manages paid vacation and sick leave

c. Responsible for regular, predictable attendance and to work hours as scheduled, which may include evenings or weekends

GENERAL DEVELOPMENT

1. Requires more advanced organizational skills, in order to organize projects or the work of other

2. Job duties require the ability to work independently and as part of a team

3. Job responsibilities require individual development of priorities for effective performance of duties, including re-prioritization in response to changes in circumstances

4. Employees are expected to determine an effective response to situations encountered within established precedent

5. Work requires the incorporation of departmental/functional processes into the overall functioning of the organization

6. Duties require drawing conclusions using inference and logic, which may be different than the conclusions that could be drawn by others

7. This position requires the exercise of management authority over employees in the Patient Financial Services Department

PROFESSIONAL &TECHNICAL KNOWLEDGE

Possesses advanced level general skills, including written and verbal communications skills, computational and computer skills, and mathematical knowledge frequently acquired through completion of a high school diploma with a minimum of one year of college accounting. 

TECHNICAL SKILLS

1. Ability to prepare more complex documents in Microsoft Word, including creating tables, charts, graphs and other elements

2. Ability to use Microsoft Excel to analyze data, including the use of formulas, and other standard spreadsheet elements

3. Ability to create basic presentations in Microsoft PowerPoint

4. Fully functional in use of the Outlook program

5. Fully functional in use of an electronic billing system.

6. Ability to access web-based applications and programs of others

7. Ability to access and complete data entry into software

8. Fully functional in the use of the Electronic Practice Management (EPM) program

9. Ability to access information in the Electronic Health Record (EHR) program

10. Ability to access information in the Electronic Dental Record (EDR) program

WORK ENVIRONMENT

Work is performed in an office environment 


