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	Job title
	Medical Billing & 
Credentialing Specialist
	Position
	Part-time
	Temporary w/Permanent Opportunity
	

	Supervisor
	Director of Finance
	Department Head
	Director of Clinical Services


Job Purpose

This position includes the responsibility for insurance credentialing and contracting process across multiple insurance companies.  Administer medical insurance billing utilizing Central Reach (EHR).  Work directly with the insurance company, program team, and client to get a claim processed and paid.  
 Billing & Credentialing Specialist
Roles and Responsibilities
Insurance Credentialing & Contracting Process:  
· Administer records and communication to potential providers 

· Oversee the day-to-day process and track updates in Central Reach
· Advise Director of Clinical Services of specific needs with respect to credentialing
Billing:
· Support in the set-up of the medical insurance billing system Central Reach
· Work directly with the insurance company, program team and patient to determine benefits, get claims processed and paid

· Review and appeal unpaid and/or denied claims

· Communicate insurance payment and claim status with Els for Autism Foundation Accounting Coordinator and Director of Clinical Services

· Answer patient billing questions specific to insurance-based payments and claims
· Make necessary arrangements for records requests, completion of additional information request, etc. as requested by insurance companies or program team
Qualifications

Required:
· Minimum 3 years’ experience in credentialing and insurance billing
· Extensive knowledge of medical billing software and familiarity with insurance coding
· Experience working collaboratively with related professionals and providers

· Demonstrate excellent oral and written communication skills and the ability to communicate effectively with colleagues, patients, and staff members

· Demonstrate excellent time-management skills

· Adherence to a high level of professional and ethical standards (in accordance with HIPPA standards)

· Excellent computer skills, including Word, Excel, and PowerPoint, and Central Reach
Additional Requirements
Orientation and Training
Billing & Credentialing Specialist is required to:

· Complete a Level 2 Background Clearance & employment paperwork
· Sign Els for Autism Confidentiality Agreement and Media Release Forms
· Complete the Autism 101 Staff Webinar and HIPAA Awareness Training.
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