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JOB DESCRIPTION

POSITION: Patient Accounts Rep. DEPARTMENT:Business Office (9000) 8170

SUPERVISED BY: Mgr, Business Office SUPERVISES: None

EFFECTIVE DATE: January 1994 JCC: 0639

REVIEW DATE: 6/95; 11/95; 2/97; 5/99
1/02; 5/02; 1/03; 9A09

REVISED DATE: 6/95; 11/95; 2/97; 5/99
9/01; 5/02; 1/03; 9/09

PREPARED BY:

RECOMMENDED BY:

APPROVED BY:

POSITION SUMMARY:

Mike Wipfli

Jerry

David

TITLE: Dir, Business Office

TITLE: Sr. Vice President/CFO/CCO

TITLE: Senior Director/Human Resources

Coordinates all financial aspects of the patient's hospitalization, including
billing, processing of payments, and the collection of patient accounts.
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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)

Interprets and explains to patients and their families
charges, services and hospital policy regarding payment of
bills. (1,3)

Bills third parties in accordance with standard procedures.
(1,3)

Demonstrates correct use of telephones, office equipment and
competently enters and retrieves information from the computer
system. (3)

Sends and distributes mail utilizing correct procedures. (3)
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Seeks correct information from all sources to maintain
integrity of computer database. (3)

Maintains departmental records, reports and files as required.
(3 )

o

o

o
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10. Accurately files patient information. (3)

11. Correctly orders supplies, recognizing the need for cost
containment. (5)

o o 13. Performs actions that demonstrate accountability. (5)

o o 14. Provides information to patients/families
considers safety, comfort, privacy
environment. (5)

in a
and
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o
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15. Enhances professional growth and development through
participation in educational programs, current literature,
inservice meetings, and professional conferences. (5)

17. Participates and attends meetings and inservices as required
and/or assigned. (5)

o o 18. Performs other related duties as assigned or requested. (5)

*Comment or data needed to support this.
**Those activities that employees are required to and able to perform
independently following procedure and/or criteria

POSITION QUALIFICATIONS:

Minimum Education/Experience:

• High school graduate or equivalent with one-year experlence

Preferred Education:

• 1 yr post-secondary education

Preferred Experience:

• 3 yrs working in a physician/hospital setting

• Formal training in CPT or ICD9 coding

• Experience with current practice management/hospital related billing
software
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