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Allen County Combined Health District

Position Available

Public Health Aide Ill = Billing Specialist
Approximately 22-28 hours/week

Service Area: Nursing Services
Reports to: Director of Nursing
Salary: Pay Range 17 (Starts at $14.50/hour; salary commensurate with experience)

Under general supervision of the Director of Nursing, the Clinic Aide 1I-Billing Specialist will
serve as a direct link between Allen County Public Health and medical insurance plans and
interacts directly with providers, insurance plan representatives, and patients. Ensures billing is
performed in compliance with applicable program standards, state laws and rules, and Board of
Health adopted policies and regulations.

Sample Job Responsibilities:

o Prepares, reviews, corrects and processes patient claim information through billing
system ensuring billing is done in a complete, accurate, and timely manner in order to
obtain reimbursement from various insurance carriers and government programs

¢ Follows up on pending claims with insurance companies and resolves claim denials in
order to ensure timely payment

¢ Receives payments and/or reviews electronic payments, reconciles with Explanation of
Benefits and posts as appropriate to ensure accountability of funds received

¢ Coordinates the submission of appropriate credentialing and health insurance plan
applications in order to maintain provider status with identified companies and agencies

Qualifications:
e Associates degree in accounting, bookkeeping, business administration or a related field
and two (2) years of accounts receivable work experience preferred
e Equivalent combinations of education and experience may be considered
e Must be able to maintain electronic databases and save, retrieve and manipulate
documents in a variety of formats
¢ Valid Ohio drivers license with an acceptable driving record and adequate auto insurance

Working Conditions:
e Occasional overtime, night or weekend hours may be required
e Travel within and outside the district sometimes required

Submit resume by November 3: Human Resources, Allen County Public Health, PO Box 1503,
Lima, OH 45802 or jobs@allenhealthdept.org

POSTED: 10/20/16

Cannot be combined with a current position.
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