
Medical Billing Specialist 

Pay and Benefits 
Edit 
$15.81 - $18.60 per hour 
 
Benefits: 401(k), Dental insurance, Flexible schedule, Flexible spending account, Health 
insurance, Life insurance, Paid time off, Retirement plan, Vision insurance 

Job Type 
Edit 
Full-time 

Job description 
Edit 

General Summary: 

Under general supervision, perform medical billing, maintain billing software, appealing 
denied claims, recording late payments and data entry. 

Responsibilities 

This is a non-supervisory position. As a Billing Specialist, you will be responsible for the 
following items, but not limited to: 

 Prepare and submit billing data and medical claims to insurance companies. 
 Ensure the patient’s medical information is accurate and up to date. 
 Prepare bills and invoices, and document amounts due to medical procedures and 

services. 
 Collect and review referrals and pre-authorizations. 
 Monitor and record late payments. 
 Follow-up on missed payments and resolve financial discrepancies. 
 Examine patient bills for accuracy and request any missing information. 
 Investigate and appeal denied claims. 
 Help patients develop patient payment plans. 
 Stay current with changing billing regulations specific to government and private 

payers. 
 Assist in response activities for disasters and emergencies, which may occur outside 

of normal working hours. 
 Additional Duties as assigned 

Accountability: 

This position reports to the Fiscal Director 

Skills: 



 Solid understanding of billing software and electronic medical records. 
 Ability to multitask and manage time effectively 
 Excellent written and verbal communication skills 
 Outstanding problem-solving and organizational abilities. 

JOB RELATED AND ESSENTIAL QUALIFICATIONS 

Knowledge of: 

 ICD-10 and CPT coding. 
 Processing insurance billing, to include Medicare and Medicaid. 
 Basic medical terminology and concepts. 
 Standard medical office procedures. 
 Rules and regulations pertinent to medical billing pay sources including Medicare 

and Medicaid. 

Experience and Certification Guidelines: 

Education: 

 Associates degree in business, healthcare administration, accounting or relevant 
area. 

 Formal training in medical billing/coding. 
 Medical billing and coding certification preferred. 

Experience: 

A minimum of two years medical billing or similar role 

Special Requirements: 

Ability to work in a standard office environment and able to sit for long periods of time. 

COVID-19 Immunization is required. 
 


