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JOB DESCRIPTION

POSITION: Charge Capture Analyst

SUPERVISED BY: Dir, Business Office

DEPARTMENT: Business Office (9000)
8170

SUPERVISES: None

EFFECTIVE DATE: March, 2002 JCC: 624

REVIEW DATE: 7/05; 5/07; 5/08; 12/0~ REVISED DATE: 7/05; 5/07; 5/08;
12/08

PREPARED BY: Mike Wipfli TITLE: Director, Business Office

RECOMMENDED BY: Jerry Worde TITLE: Sr. Vice President/CFO

APPROVED BY: David TITLE: Senior Director/Hum. Res.

POSITION SUMMARY:

Monitor coding changes for governmental and other payor regulations and keeps
abreast on coding and compliance issues or any other ensuing changes to
ensure all charges are appropriate.

Does

Meets Not
Meet*

POSITION ACCOUNTABILITIES/COMPETENCIES**:

Conducts periodic departmental audits of charges with the
medical records to ensure all charges are correct and included
for reimbursement. (1,2,4,5)
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Maintains established hospital and departmental policies and
procedures, objectives, performance improvement program,
safety, environment of care, management of information, and
infection control standards. (1,5)

Utilizes excellent customer service skills at all times. (1,5)

Complies with federal and state law and accrediting and
licensing agencies at all times, to include but not limited
to, JCAHO and federal compliance regulations. (1,5)

Identifies, develops, and implements documentation standards
required to meet APC requirements. (1,2,3,4,5)

Keeps abreast of APC changes/updates to ensure preparation for
outpatient prospective reimbursement by identifying areas
affected and working to ensure compliance (1,2,3,4,5)

Assists with reviewing/updating of Charge Master to ensure
appropriate charging for outpatient services. (1,2,4,5)




