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HUMAN RESOURCES JOB DESCRIPTIONS / Admissions
SUBJECT: Insurance Verification / Payment Specialist
HRJD.086

JOB DESCRIPTION

Insurance Verification/Payment Specialist
	Department:      Patient Financial Service
	

	Reports to:        Patient Financial Services Manager 
	


Job Duties & Responsibilities

Job Summary:

Under the direct supervision of the Patient Financial Services Manager, the Insurance Verification/ Payment Specialist is responsible for verifying insurance benefits for all patients that are being provided services at SSH and CRSC. Once verification is completed they will review insurance contracts to calculate patient responsibility and notify the patients of their amount owed at time of service. 
Job Specifications
Education:
High School Diploma or Equivalent
Experience and Skills:

1. Minimum of three years in admitting, insurance verification and insurance authorizations in a health care organization

2. Working knowledge of CPT, ICD-9 and DRG codes

3. Knowledge of insurance contracts, deductibles, coinsurance and authorizations

4. Knowledge of insurance websites and navigating through them to locate insurance benefits
5. Professional appearance

6. Use of proper grammar and spelling

7. Excellent Communication skills

8. Excellent Customer Service skills

9. Excellent Organization skills

10. 10 key operation

11. Computer skills
Job Duties:
1. Contact insurance companies to verify patient benefits for services being provided

2. Review insurance contract to calculate how much patient is owed at time of service

3. Contact patient to let them know amount owed at time of service

4. If necessary follow SSH payment guidelines for patients who are not able to pay in full at time of service

5. Price quotes for cash pay patients

6. Work with physician offices or potential patients on benefits for patients who are not scheduled for surgery

7. Work with SSH Marketing Team 

8. Work with Collection staff on patients who have balance owed after surgery

9. Performs other job duties as assigned

For the purpose of the American Disability Act (ADA), this position has been assessed to identify essential and marginal functions.  Tasks listed below are considered to be essential functions of the job.  Reasonable accommodations may be made for individuals with qualifying disabilities in order to perform the essential function of the job.

1. Work Position

a. Sitting




90% or more

b. Standing




5% or more

c. Walking




5% or more

2. Body Movements

a. Lifting/Carrying up to 20lbs


Frequency, less than 15%

b. Bending and stooping


Frequency, less than 25%

c. Hand grip, wrist and digital dexterity
Frequency, 60%

3. Speaking, hearing and visual acuity to receive and interpret instructions

4. Verbal and written English communication skills

5. Mathematical and reasoning Skills 

6. Normal vision range. Ability to distinguish letters, numbers and symbols

7. Requires the use of office equipment, such as computer, telephones, photocopier, and scanner and FAX Machine
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