Patient Financial Services Manager – Sample A (2015)


Job Title: 
Patient Financial Services Manager (aka Billing Manager)
Department:  Finance
Reports To:  
Finance Director
FLSA Status  
Exempt
SUMMARY

Responsible for directing and coordinating the overall functions of the Patient Financial Services Department to ensure maximization of cash flow while improving patient, physician and other customer relations. 

ESSENTIAL DUTIES AND RESPONSIBILITIES: 

· Plans and directs billing and collections and data processing to ensure accurate patient billing and efficient account collection. 

· Ensures that the billing system nightly close and month-end closing is performed timely.
· Audits information in practice management billing system and billing documents to ensure that information contained is accurately processed.

· Ensures accounts receivable is accurate and that month-end and year-end reports are prepared in a timely manner.

· Supervises the Patient Finance Office within the established budget and develops monthly status reports.

· Reviews current status of patient accounts to identify and resolve billing and processing problems in a timely manner. 
· Oversees system for the collection of delinquent accounts ensuring third-party payers are contacted.

· Oversees credit and collection policies, and makes recommendations for improvement. 

· Solves difficult payment and associated Patient Finance office problems. Audits problem accounts.

· Maintains contacts with medical records and other departments to obtain and analyze additional patient information to document and process billings.

· Runs provider productivity reports and other system financial summaries for the Medical and Finance Directors as required.
· Develops and implements new procedures to improve the quality and quantity of work processed. Ensure policies are communicated and administered consistently.

· Demonstrates accountability and responsiveness to the needs of [CHC]; takes personal responsibility and is self-directed, provides feedback, attends department meetings.

· Actively participates as a team member by supporting decisions, accepting change, managing conflict effectively, and valuing the contributions of others.

· Advises Finance Director of problems and concerns in the department; communicates to the Director any recommendations, questions, concerns or recommendations for department operation improvements.

· Assists and directs Patient Financial Service team members in meeting and exceeding their goals.

· Conducts in-service training programs for continuing education of Patient Finance personnel, as well as conducts monthly in-house staff meetings to inform changes in policies and procedures.

· Develops and oversees billing systems and works with information technology to ensure timely and accurate implementation.

· Supervises, trains, orients and evaluates performance over assigned personnel.  Responsible for disciplinary actions.  Recommends increases and promotions.

· Monitors daily operating activity of department and makes necessary adjustments in work assignments.

· Initiates and answers pertinent correspondence. Prepares and writes reports; maintains required records and files.

· Maintains knowledge of and complies with established policies and procedures including government, insurance and third-party payor regulations. 

· Attends administrative meetings and participates in committees as requested.  Conducts special projects and studies as directed. 

· Participates in professional development activities and maintains professional affiliations. Fosters an environment of mutual respect with special concern for confidentiality and the privacy of others.
NON-ESSENTIAL DUTIES AND RESPONSIBILITIES

· Acts as back up for billing staff.
· Reviews chart audits completed by staff.
SUPERVISORY RESPONSIBILITIES

Received:  Works under the supervision of the Finance Director.  
Exercised:  Exercises general supervision over Patient Financial Services staff.  Supervision of staff is through review of work and observation of work in progress.

QUALIFICATIONS

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed are representative of the knowledge, skill and ability required.  

EDUCATION AND/OR EXPERIENCE  

Baccalaureate degree in accounting, business administration, healthcare administration or related field preferred.  A minimum of 5 years experience in accounting with supervisory experience required.  5 – 7 years of progressive responsibility in medical billing operations.  
KNOWLEDGE:

· Knowledge of sound business practice management skills and strong comprehension of generally accepted accounting principles mandatory. 
· Proficient spreadsheets and applications. Proficient with billing software.

· Knowledge of medical terminology, coding and office procedures. 

· Knowledge of third-party and insurance company operating procedures, regulations and billing requirements and government reimbursement programs. 

SKILLS

· Skill in establishing and maintaining effective working relationships with other employees, patients, organizations, and the public.
· Interpersonal skills necessary in order to effectively communicate with various management and other staff including executive management, finance, billing, and clinical staff.  Critical thinking and problem solving skills necessary to collect and analyzes financial and/or statistical date to resolve complex problems.

· Analytical skills necessary in order to collect, analyze, and prepare a variety of financial statements and reports, reconcile balance sheet accounts, and conduct special projects and feasibility studies.
· Skill in exercising initiative, judgment, discretion and decision-making to  achieve organizational objectives.
Skill in problem solving and conflict resolution.
ABILITIES
· Ability to process patients and public inquiries and respond with poise and efficiency.

· Ability to recognize, evaluate, solve problems, and correct errors. 

· Ability to conceptualize workflow, develop plans, and implement appropriate actions.
· Ability to maintain confidentiality of sensitive information. 

· Ability to manage multiple priorities.

· Ability to manage Fiscal information.


· Ability to meet deadlines within short timeframes.

PHYSICAL DEMANDS 

The work environment characteristics described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  

Frequent mobility and/or sitting required for extended periods of time.  Manual dexterity for using a calculator and computer keyboard.  Some bending and stooping required.  

WORK ENVIRONMENT 

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  

Work is performed in a fast paced office environment. Frequent contact with employees, government agencies, various auditors and regulatory authorities.  Patient contact may involve dealing with highly emotional situations.  Occasional evening and/or weekend work.  Must be able to work in a stressful, deadline driven environment.  [CHC] is a tobacco-free campus.

