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Position Title:
Account Representative/Insurance Follow-Up          Department: Business Office
__X___ Hourly

_____ Salaried
____ Exempt from overtime  
_____ Non-exempt    

*Note:  Boyd Healthcare Services is in operation 24 hours a day, seven days a week, 365 days per year.  Initial hours/days/shifts assigned are subject to change according to the needs of the organization.  Holidays, weekends, night and evening shifts may be assigned as needed.  All schedules are subject to change according to Management discretion.

Purpose/Position Summary: Responsible for following up on billed claims, working with patients, third party payers and other sources to secure adequate information necessary to properly bill claims.
Job Relationships: 
Responsible to:

1.  Business Office Supervisor and Chief Financial Officer (CFO).
2.  Inter-relationships with:  All staff, peers, medical staff, administration and department supervisors.

3.  Interaction with patients, visitors, families, surveyors and regulatory agencies is required.

Essential Functions:
· Regular attendance and timeliness essential.  Must comply with absenteeism, tardiness and wage and hour policies.

· Attend department and other mandatory meetings, orientations and complete all required competencies.

· Comply with federal, state and Boyd Healthcare Services policies, procedures and regulations including, but not limited to Compliance Plan, Quality Assurance and Infection Control. 

· Effectively manage time through prioritization and organizational skills.

· Excellent communication and interpersonal skill.  Demonstrates a preference for contact with people and the ability to work with them in a tactful and diplomatic manner.

· Must maintain confidentiality of patient’s protected health information, financial information, as well as operational information of organization and comply with HIPAA guidelines.

· Must be adaptable to change and able to work under pressure to meet deadlines.

· Must be able to effectively perform the duties and responsibilities identified (subject to change according to need) and to successfully complete all required competencies.

· Attention to Detail – job requires paying attention to detail, accuracy and thoroughness in completing work tasks.

· Dependability – job requires being reliable, responsible, dependable, and fulfilling obligations.

· Self Control – job requires maintaining composure, keeping emotions in check, controlling anger, and avoiding aggressive behavior, even in very difficult situations.

· Stress Tolerance – job requires accepting criticism and dealing calmly and effectively with high stress situations.

· Integrity – job requires being honest and ethical.

· Teamwork- demonstrates behaviors when working with employees within own and other departments as indicated and expressed in the satisfaction of others.
· Adaptability/Flexibility – job requires being open to change (positive or negative).
· Independence – job requires guiding oneself with little or no supervision and good decision-making skills.

· Initiative – job requires a willingness to take on responsibilities and challenges.
Duties and Responsibilities:

1. Perform pertinent follow-up on patient accounts based on calls/inquiries with insurance companies, patients, guarantors, etc. and re-process insurance claims based on such correspondence.
2. Work in electronic health records (EHR) system and billing software in order to send claims electronically. 

3. Work patient accounts through billing software and generation of monthly reports through EHR.
4. Answer patient inquires received by telephone and or hospital walk-ins.

5. Knowledge of medical and insurance terminology (such as procedure codes, diagnoses, and patient liability), and full understanding of hospital billing.

6. Ability to read and understand Explanation of Benefits statements.

7. Identify and escalate potential at-risk accounts to Business Office Supervisor and CFO
8. General office duties as required.

9. Report all compliance issues or problems to the Business Office Supervisor, CFO or Compliance Officer.
10. Adhere to the Compliance, Safety and HIPAA policies of the facility.
11. Regular rotation to cover registration.

12. Backup for switchboard, registration, daily deposit, closing days in billing system, and other business office duties. 

 Cross Training:      
1. Work will be assigned in other areas on a temporary basis if needed.
2. Perform any other duties as assigned.
Skills and abilities/Performance Requirements:  
· English Language – Knowledge of the structure and content of the English language including the meaning and spelling of words, rules of composition and grammar.
· Customer and Personal Service – Knowledge of principles and processes for providing customer and personal services.  This includes customer needs assessment, meeting quality standards for services, and evaluation of customer satisfaction as well as actively looking for ways to help people.
· Clerical – Knowledge of administrative and clerical procedures and systems such as word processing, managing files and records, designing forms, and other office procedures and terminology.

· Social Perceptiveness – Ability to work with individual differences in patient/co-worker ability, personality, and interests; age specific and cultural-specific differences, differences in individual learning and motivation.

· Public Safety and Security – Knowledge of relevant equipment, policies, procedures, and strategies to promote effective local, state or national security operations for the protection of people, data, property and institutions.

· Active Listening – Giving full attention to what other people are saying, taking time to understand the points being made, asking questions as appropriate, and not interrupting at inappropriate times.
· Monitoring – Monitoring/Assessing performance of yourself, other individuals, or organizations to make improvements or take corrective action.

· Reading comprehension – The ability to read and understand information and ideas presented in written sentences and paragraphs in work related documents.

· Critical Thinking - Using logic and reasoning to identify strengths effectively.
· Writing - the ability to communicate informational ideas effectively in writing so others will understand.

· Oral Expression - The ability to speak clearly and communicate information and ideas effectively when talking so others will understand.

· Oral Comprehension – The ability to listen to, identify and understand information and ideas presented through spoken words and sentences.

· Near Vision – The ability to see details at close range (within a few feet of the observer).

· Deductive Reasoning – The ability to apply general rules to specific problems to produce answers that make sense.

Position Qualifications, Education, Experience:
1. High school education or equivalent

2. Prior experience preferred.

3. Accuracy is a must.

4. On the job training is provided.

Certification: CPR required                                                                                                                                                                              
Computer Skills:  Basic skills 
Infection Exposure Risk Level:
Class C: There should not be risk for exposure to blood borne pathogens.
Working Conditions:
Works in an environment that should be relatively free of dirt and dust.  If using proper precautions the potential harm or injury is moderate.
Limitations and Disclaimer:
Boyd Healthcare Services Management has reviewed this job description to ensure that essential functions and basic duties have been included.  To perform this job successfully, an individual must possess the abilities and aptitudes to perform each duty proficiently.  Reasonable accommodations will be made to enable qualified individuals with disabilities to perform job requirements.  Some requirements may require exclusion of those individuals who pose a threat or significant risk to the health and safety of themselves, patients or other employees.  This job description is intended to provide guidelines that are representative of minimum levels of knowledge, skills and/or abilities.  It is not intended to be construed as an exhaustive list of all functions, responsibilities, skills and abilities required for the position and in no way states or implies that these are the only duties to be performed by the employee occupying this position.  This document does not represent a contract of employment, and Boyd Healthcare Services reserves the right to change this job description and/or assign tasks for the employee to perform as Management may deem appropriate.  Employees will be required to follow any other job-related instructions and to perform other job-related duties requested by their supervisor in compliance with Federal and State Laws.  Continued employment remains on an “at will” basis.

DESCRIPTION OF PHYSICAL DEMANDS

	JOB TITLE:   Account Representative/Insurance Follow-up
	DEPARTMENT:  Business Office

	NAME:
	# HOURS/WORKDAY: 8 to 10

	DATE DEVELOPED:
	# WORKDAYS/PAY PERIOD: Bi-Monthly

	
	


CHECK APPROPRIATE BOX FOR EACH OF THE FOLLOWING ITEMS TO BEST DESCRIBE THE EXTENT OF THE SPECIFIC ACTIVITY PERFORMED BY THE STAFF MEMBERS IN THIS POSITION

	PHYSICAL DEMANDS

On-the-job time is spent in the following physical activities.

Times shown are preferred but not required.
	
	WORK ENVIRONMENT

This job requires exposure to the following environmental conditions.

Show the amount of time by checking the appropriate boxes below.


                                                                                      - Amount of Time -






     - Amount of Time -

	
	None
	up to 1/3
	1/3 to 1/2
	2/3 and more
	
	
	None
	up to 1/3
	1/3 to 1/2
	2/3 and more

	Stand:
	
	x
	
	
	
	Wet, humid conditions (non-weather):
	x 
	
	
	

	Walk:
	
	x
	
	
	
	Work near moving mechanical parts:
	x
	
	
	

	Sit:
	
	
	
	x
	
	Fumes or airborne particles:
	x
	
	
	

	Talk or hear:
	
	
	
	x
	
	Toxic or caustic chemicals:
	x
	
	
	

	Use hands to finger, handle / feel:
	
	
	x
	
	
	Outdoor weather conditions:
	x
	
	
	

	Push / Pull:
	
	x
	
	
	
	Extreme cold (non-weather):
	x
	
	
	

	Stoop, kneel, crouch or crawl:
	x
	
	
	
	
	Extreme heat (non-weather):
	x
	
	
	

	Reach with hands and arms:
	
	x
	
	
	
	Risk of electrical shock:
	
	
	
	x

	Taste and smell:
	x
	
	
	
	
	Work with explosives:
	x
	
	
	

	This job requires that weight be lifted or force be exerted.  Show how much
	
	Risk of radiation:
	x
	
	
	

	and how often by checking the appropriate boxes below.
	
	Vibration:
	x
	
	
	

	
	
	
	
	
	
	

	
	- Amount of Time -
	
	The typical noise level for the work environment is:
	
	

	
	None
	up to 1/3
	1/3 to 1/2
	23/ and more
	
	Check all that apply:

· Very Quiet

· Quiet

X      Moderate Noise

· Loud Noise

· Very Loud Noise

Hearing:    

· Ability to hear alarms on equipment

X      Ability to hear patient call

X      Ability to hear instructions from physician/department staff

	Up to 10 pounds:
	  
	x
	
	
	
	

	Up to 25 pounds:
	x 
	
	
	
	
	

	Up to 50 pounds:
	x
	
	
	
	
	

	Up to 100 pounds:
	x
	
	
	
	
	

	More than 100 pounds:
	x
	
	
	
	
	

	This job has special vision requirements.  Check all that apply.
	
	REPETITIVE MOTION ACTIONS


                                                                                                                                                                          - Number of Hours -

	(     Close Vision (clear vision at 20 inches or less)
	
	Repetitive use of foot control
	0
	1-2
	3-4
	5-6
	7+

	(     Distance Vision (clear vision at 20 feet or more)
	
	A. Right only
	
	
	
	
	

	(     Color Vision (ability to identify and distinguish colors)
	
	B. Left only
	  
	
	
	
	

	(     Peripheral Vision (ability to observe an area that can be seen up and     
	
	C. Both
	x
	
	
	
	

	       down or to the left and right while eyes are fixed on a given point)
	
	
	
	
	
	
	

	(     Depth Perception (three-dimensional vision; ability to judge distances
	
	Repetitive use of hands
	(Both Preferred but not Required)

	        and spatial relationships)
	
	A.  Right only
	
	
	
	
	

	(     Ability to Adjust Focus (ability to adjust eye to bring an object into
	
	B. Left only
	
	
	
	
	

	        Sharp focus)
	
	C. Both
	
	
	
	
	x

	(     No Special Vision Requirements
	
	
	
	
	
	
	

	
	
	Grasping: simple / light
	(Both Preferred but not Required)

	
	
	A. Right only
	
	
	
	
	

	Specific demands not listed:  Ability to see computer screen clearly  
	
	B. Left only
	
	
	
	
	

	_________________________________________________________   
	
	C. Both
	
	
	x
	
	

	_________________________________________________________
	
	
	
	
	
	
	

	
	
	Grasping: firm / heavy
	

	
	
	A.  Right only
	 
	
	
	
	

	
	
	B. Left only
	  
	
	
	
	

	
	
	C. Both
	 x
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	Fine Dexterity
	(Both Preferred but not Required)

	
	
	A.  Right only
	
	
	
	
	

	
	
	B.  Left only
	
	
	
	
	

	
	
	C.  Both
	
	
	 
	
	x
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