
Position: Medical Biller
Employment Status: Full time
Department: Billing 
Compensation: TBD
Reports to: Billing Manager

OBJECTIVE:
The Medical Biller is responsible for organizing patient medical costs and sending out claims to 
collect payment from patients and insurers. Duties include calling patients to discuss payment 
and develop payment plans, entering patient data, apply payments from insurance companies 
to open claims, follow up with account aging, and collections

PRIMARY RESPONSIBILITIES:

 Scrub and submit all claims daily for reimbursement
 Send Patient statements and collections monthly- apply all patient and family credits 

prior to sending out statements.
o Employee must collaborate with the collection agency, provide authorization for 

collections agency to initiate small claims actions etc. 
 Collaborating with patients, insurances or third-party institutions and other staff 

members to resolve billing inconsistencies and errors.
 Respond and research patient inquiries.
 Appeal claim denials
 Follow up on aged claims
 Daily batch total balanced.
 General pediatric knowledge. 
 Monitor accounts with payment plans.
 Works with management assure billing is being completed properly.
 Participate in projects or other duties as assigned.
 Processing all payments in a timely manner.
 Willing to work effectively with other departments.
 Familiar with Windows/Word/Power Point Etc.
 Excel Knowledge is required.

QUALIFICATIONS AND SKILLS:
 Strong organizational skills that reflect ability to perform and prioritize multiple tasks 

seamlessly with excellent attention to detail.
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 Very strong interpersonal and customer service skills.
 Expert level written and verbal communication skills.
 Detail oriented, meticulous.
 Demonstrated proactive approaches to problem-solving with strong decision-making 

capability.
 Highly resourceful team-player, with the ability to also be extremely effective 

independently.
 Ability to multi-task.
 Use of computers and software programs (EXCEL, WORD, POWERPOINT, EMR)

REQUIREMENTS: 
 Experience: 3 years experience in medical billing (pediatrics)
 Associates Degree or higher


