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I. POSITION: Contract Health Claims Processing 
II. QUALIFICATIONS: This is a non-exempt position serving Contract Health Clients. AA degree in applied Science or three (3) years experience working in a medical billing office required.  One (1) year experience (education may be substituted for experience) working knowledge of Contract Health Services, knowledge of specialized medial terminology, ICD-9 CM & CPT coding. Medicare and Medicaid guidelines.  One (1) year prior experience working with databases, word processing and spreadsheets required, Microsoft Office experience. One (1) year experience with electronic health records preferred.  Knowledge and one (1) year experience with office equipment, fax machine, copier printer, and high capacity scanners required. 
III. PERSONAL CHARACTERISTICS

1. Ability to handle a large volume of work, meet deadlines and is willing to learn a variety of positions and tasks.

2. Pleasant personality, neat appearance and effective phone etiquette.

3. Ability to maintain strict confidentiality.

4. Ability to plan and prioritize work in a stressful busy environment.

5. Effective oral and written communication skills.

6. Must be dependable and reliable.

7. Demonstrate cultural sensitivity.
8. Excellent customer relation’s skills.
IV. SUPERVISION: 

The employee will be under the supervision of the Contract Health Services Manager.

V. ADA ESSENTIAL FUNCTIONS

A. Hearing: within normal limits with or without use of corrective hearing devices;
B. Vision: adequate to read 12-point type with or without use of corrective lenses
C. Must be able to verbally interact with staff, clients and public
D. Manual dexterity of hands/fingers for writing, computer input 
E. Able to lift up to _30_ lbs.,
F. Sitting 50-90% of the day
G. Standing/Walking  25% of the day
H. Pushing, up to 25 lbs.
I. Pulling, up to 25 lbs.
	
MAJOR RESPONSIBILITIES

	DUTY
	STANDARD
	RATING

	Customer Service
	1. Maintains a positive peer relationship and performs as a team player.
2. Plans and prioritizes to maintain a time and attendance record which complies with BMC policy.

3. Provides excellent internal and external customer service assistance, providing knowledgeable and appropriate information to customers.
4. Works independently in a very detail oriented manner, and meet deadlines.

	

	General Duties and Functions of Contract Health Services 
	1. Strong organizational skills and ability to work under pressure.

2. Maintains understanding and practices strict confidentiality

3. Maintain scope of practice by providing Contract Health eligibility information to all CHS clients. 

4. Informs and assists patients in procuring alternate resources in the absence of alternate resource clerk

5. Demonstrates knowledge of health care insurance claims and reimbursement systems to manage cost effective outcomes for the CHS program and CHS clients.

6. Monitor CHS client’s health care goals, access to providers, costs of services, quality of care and patient satisfaction.

7. When action for removing a client from CHS eligibility is warranted a written notification will be given to the CHS manager. This will be done by electronic means

8. Process CHS purchase order within tribal, federal rules and regulations.

9. Maintain accurate vendor file for purchase order processing. 

10. Process payments after acquiring appropriate claims and billing information from vendors.

11. Maintain an electronic daily message log of activities; to provide seamless communication between patients, vendors and providers. 

12. Process denials and maintain integrity of the appeal process through meeting timeline for notifying patients.

13. Work closely with area hospitals to access medical records related to emergent care in order to provide Benewah Medical Center (BMC) Medical Director appropriate information to approve/deny services.

14. Assists with maintaining updated list of approved referral providers and works with CHS Manager to establish and maintain contractual agreements with providers.
	

	NextGen Usage
	Responsible for utilizing electronic and technical devices that promote  Nextgen EHR  such as document scanning, claims processing, telephone tasking and other components of NextGen that may be necessary to serve the CHS client and BMC organizational goals. 
	

	Other
	Performs other duties that may be necessary in the best interest of the organization.
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EMPLOYEE’S COMMENTS:

	

	

	

	

	

	

	

	

	

	


INDIVIDUAL GOALS/OBJECTIVES:

	

	

	


I understand that by signing this review, I am not indicating agreement with the rating, but I am acknowledging that my supervisor has reviewed and discussed this performance evaluation with me.

	Employee’s Signature:
	Date:

	Evaluator’s Signature:
	Date:

	Evaluator’s Supervisor:
	Date:
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