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JOB ANNOUNCEMENT
TITLE:   



Operations/Medical Billing Mgr


HOURS OF WORK:   

Full Time, M-F
LOCATION:  


Administration – 4520 N. Central

CHAIN OF AUTHORITY:

Board of Directors






CEO






Behavioral Health Administrator


 




 

MISSION:

Improving the lives of Native American individuals and families through culturally appropriate behavioral health, affordable housing, and community development services

POSITION SUMMARY:

Dynamic opportunity for an effective, efficient manager with excellent organizational and computer skills and an analytical focus.  Responsible for managing the operations of a Behavioral Health Out-Patient clinic, submission and reimbursement of claims billed under NAC provider numbers and supervision of small staff of dedicated employees.  Must be proficient with Claim Track software.
RESPONSIBILITIES:

· Establish, record and implement appropriate policy and procedures for all billing activities including follow-up on third-party approvals and collection of overdue client accounts.
· Develop and implement mechanisms and controls to ensure appropriate, accurate and timely billing and payment cycles that are in accordance with established internal and third party payor requirements.
· Monitor charge posting, billing, and collection operations for compliance with established policies, regulations, procedures and standards.
· Manage actions relating to delinquent accounts, special adjustments, and/or write-offs.

· Represent NAC at business meetings with billing partners, and other related organizations.

· Supervises billing staff and regularly analyzes operational volume to determine appropriate staffing requirements.

· Maintains up-to-date expertise and knowledge of healthcare billing laws, rules, regulations, and developments necessary for NAC to make informed business decisions.

· Develops and delivers organized, concise yet thorough reports and communications to executive leadership regarding billing and collections activities, proposed changes, developments, and opportunities affecting NAC and billing department.

· Other duties as assigned.
EDUCATIONAL REQUIREMENT:

High school diploma or GED 
BA/BS or MA Degree preferred
WORK EXPERIENCE/SKILLS REQUIREMENT:

· Proficiency with electronic recordkeeping software: ClaimTrak.

· Five to Seven years experience related to responsibilities specified 

· Strong interpersonal and communication skills with an ability to work effectively with a wide range of people, teams, managers, supervisors, and vendors.

· Working knowledge of cash management principles and/or procedures.

· Excellent knowledge of health care billing concepts, procedures, documentation, cycles and standards.  Knowledgeable about operational characteristics and procedural requirements of third party medical insurance payors

· Ability to make sound and evaluative judgments; strong organizational, problem solving and analytical skills.

· Proficient with MS Office (word, excel, power point, access); expert in Microsoft Excel; excellent with spreadsheet and medical billing software applications.

· Experience in working with the Native American population preferred

FAIR LABOR STANDARDS ACT: 

This position is considered to be Exempt for overtime pay provisions as provided by the Federal Fair Labor Standards Act (FLSA) and any applicable state laws.

BENEFITS:
Native American Connections offers: a competitive salary and comprehensive benefits package including medical, dental, life, accidental death and dismemberment, 401K, training programs and time off programs for all regular, full-time employees. 
NATIVE AMERICAN PREFERENCE:  
Preference is given to qualified Native American Applicants in accordance with the Indian Preference Act.  If claiming a preference, a copy of valid documentation must accompany the employment application.
EEO/AA
TO APPLY:  Send resume or complete application:  NAC, 4520 N. Central, Suite 600, Phoenix, Az 85012; fax to 602-256-7356 or email to m.stilwell@nativeconnections.org
“Changing Lives… Building Healthy Communities”
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