
 
 

Job Description 
 
Job Title: Billing Specialist 
Position Supervisor: Executive Vice President 
Pay Grade: Full-time, hourly (non-exempt), includes benefits 
 
Job Summary: Assists internal and external Revenue Management staff with submitting claims 
in accordance with government regulations and private payer policies, billing activities (collection 
and transmission) to funding sources and third party payers. Conducts follow-up on claim status, 
resolving claim denials, submitting appeals, and collections.  
 
Essential Functions: 

1. Contact third party payers to verify benefits for clients, forward information and/or 

instructions to appropriate personnel.  Work with clinical and financial staff and clients to 

explain and coordinate benefits.  

2. Responsible for submitting claims for private insurance and third party payers in 

accordance with internal and external rules and regulations. Coordinate authorizations 

with billings. Maintain billing information in system. Assure that clear audit trail exists to 

support client account information.  

3. Post insurance payments and adjustments in agency computer system and investigate 

rejected claims for possible resubmission.   Work closely with financial intake staff to 

obtain needed insurance information from clients, as well as obtaining needed clinical 

information from staff.  Follow up on unresolved claims to insure maximization of revenue 

sources.  

4. Post client payments, process and mail client billings on a monthly basis.   

5. Follow up on status of all providers with carriers, pursue incomplete information 

6. Assure timeliness of process completion 

7. Assure confidentiality and completeness of data 

 
Other Job Functions/expectations: 

1. Assist with clerical duties as assigned 

2. Provide back-up for other administrative or program functions 

3. Carry out assignments as designated by supervisor 

4. Participate in assigned committee(s); regularly attend committee meetings 

 
Required Skills/Physical abilities: 

1. Working knowledge of Medicaid/Medicare and Managed Care Systems. 

2. Demonstrates ability in dealing with numbers and the processing of financial information. 

3. Excellent knowledge of MS Office (particularly Excel) and EHR software.  

4. Demonstrates exceptional customer service skills, excellent phone, written, verbal and 

interpersonal skills 

5. Ability to follow written and verbal instructions. 

6. Demonstrates independent work and organizational skills. 

7. Demonstrated accuracy and proof reading. 

 
Educational/Experience Requirements: 

1. Associate’s Degree or higher in Accounting or related field.   

2. 2-5 years of experience in Medical coding/billing. 



 
 

3. Experience in accounts receivable management. 

4. Recent insurance billing experience and working knowledge of ICD10 and CPT codes. 

5. Experience with insurance and payer sources in behavioral health required; experience in 

working with Heritage Health strongly preferred.  

 
Licensing or other requirements: 

1. Must be at least 21 years of age. 
 
Demonstrated Competencies: 

1. Communication: Communicates well (written and verbal),  has good listening skills 

2. Dependability: Meets deadlines, works independently, accountable, maintains 

focus, punctual, good attendance record 

3. Initiative: Takes action, seeks new opportunities, strives to see projects to 

completion 

4. Interpersonal Skills: Builds strong relationships, is flexible/adaptable, works well 

with others, solicits feedback 

5. Organization Skills: Information organized and accessible, maintains efficient work 

space, manages time well 

6. Productivity: Manages workload, works efficiently, meets goals and objectives  

7. Quality: Strives to eliminate errors, accurate work is a priority, seeks opportunities 

to improve services 

8. Customer Service: Works well with internal and external sources, promotes a 

positive image of the company, strives to solve issues raised by consumers, 

clients, families, vendors, other outside agencies. 

 

 

 
 

* CenterPointe reserves the right to modify, interpret, or apply this job description in any way 
the agency desires.  This job description in no way implies that these are the only duties, 
including essential duties, to be performed by the employee occupying this position.  This job 
description is NOT an employment contract, implied or otherwise.  The employment relationship 
remains “AT-WILL.”  The aforementioned job requirements are subject to change to reasonably 
accommodate qualified disabled individuals* 

 


