JOB DESCRIPTION

ACCOUNTS RECEIVABLE CLERK


Position Includes: 
· All functions of the accounts receivable department.  
Position Reports:

· To the accounts receivable supervisor and to the practice manager.

Position Requires:

· At least two years experience in a medical office setting in accounts receivable.  
· A general knowledge of CPT and ICD coding.

· The ability to see, hear, speak, file, lift.

· The ability to move quickly and to perform multiple tasks.

· Computer experience, preferably with our software system.

· The ability to get along well with coworkers, patients, supervisor, physicians, physician assistant and the practice manager.
· Flexibility to work overtime as required.
Duties include:

1. Coding of encounter forms.

2. Authorizations for infusion drugs.
3. Post daily charges and payments.

4. Enter insurance payments.

5. Obtaining insurance authorizations as necessary.

6. Follow-up on insurance claims.

7. Work denials and aged trial balance – follow-up on collection accounts.

8. Print, sort and mail insurance forms.

9. Month-end reports.

10. Diagnosis coding, including coding encounter forms for lab work.

11. Counsel patients regarding account balances, insurance, etc.

12. Send monthly statements.

13. Disability forms.

14. Bank deposits.

15. Balance end of day.
16. All employees are expected to unpack and put away supplies as time permits, as well as restock bathrooms as needed.
17. Complete appropriate paperwork for ordering supplies used in the accounts receivable area (includes office, postage machine, and printing supplies).  
18. Other duties as assigned by physicians, physician assistant or practice manager.
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