Long Term Care Billing Clerk
Schenectady County is seeking to fill the position of Long Term Care Billing Clerk at the Glendale Home. The position involves responsibility for performing moderately difficult accounting and clerical billing and receipt activities, through the application of standardized billing and office practices.  The work requires an understanding of State and Federal regulations regarding Long Term care billing.  Additionally, the work requires a general understanding of office rules, procedures and policies.  The incumbent will utilize various software programs in the performance of various tasks.  

TYPICAL WORK ACTIVITIES INCLUDE:

· Sets up new billing accounts and verifies insurances. Meets with residents/families for review of the admission process paperwork and gathers needed resident information upon admission.

· Posts payments received, prepares and issues bills for residents and helps to resolve possible disputes with families, residents, and/or contracted payer sources.  

· Compiles and verifies census data for use in resident billing and updates insurance providers of resident status changes.

· Classifies receipts and expenditures based on the Long Term care State or Federal payer class (i.e. Medicaid, Medicare, Managed Care Plans and other insurances) for use in posting receipts and preparing vouchers for outside service providers. 

· Prepares source documents for outside billing purposes (i.e. physician billing).

· Performs reconciliation of resident funds, preparing deposits, withdrawals, check requests and refunds along with bank statement reconciliation.

· Will be involved with the Medicaid application process from inception to completion, as well as gathering necessary information needed to process the application timely. Provide follow up for re-certifications.  

CANDIDATES MUST POSSESS:
(A) Completion of 60 semester hours at a regionally accredited college or university which must have included at least 12 credit hours in accounting, business administration or a related field and one (1) year of experience in a health care organization doing clerical work.

(B) Graduation from high school or possession of an equivalency diploma and two (2) years as defined in (A) above; or

(C) An equivalent combination of training and experience as defined by the limits of (A) and (B) above.
The budgeted salary for this position is $30,312.  Excellent benefit package includes New York State retirement, generous health, dental, vacation, sick and personal time.  

Applicants must live in Schenectady County.

Interested qualified candidates should submit resume and cover letter by 5:00 pm, Monday, May 21, 2018  to:

Barbara Leonard, Personnel Technician

Department of Human Resources

620 State Street

Schenectady, New York 12305

barbara.leonard@schenectadycounty.com
Applicants are also encouraged to apply online through the Schenectady County job application portal: https://mycivilservice.schenectadycounty.com/
Schenectady County is an Equal Opportunity/Affirmative Action Employer
