JOB TITLE: 

Insurance Verification Specialist
REPORTS TO: 
Administrator, Business Office Manager
DEPARTMENT:
Business Office

FLSA STATUS:
Non-Exempt
OVERVIEW:  

 An insurance verification specialist is an employee responsible for the timely verification and authorization of insurance benefits for scheduled surgical procedures of patients at                                                                 .                                                                                                                                                                                                                                                                                                  
ESSENTIAL DUTIES AND RESPONSIBILITIES:                     
· Supports the philosophy, goals, and objectives of ____.

· Supports, and performs according to, approved policies and procedures.

· Participates as a team member in support of the total perioperative process.

· Considers patient rights in performance of job duties and responsibilities.

· Contributes to the progress and development of the approved QAPI Program.

· Supports risk management and participates in programs directed to patient and    staff safety.

· Contributes to the quality management process; identifies role and contributions upon request.

· Objectively evaluates suggestions, grievances, and processes to identify. opportunities to improve performance and quality of care.

· Communicates effectively with patients, visitors, physicians, and co-workers.

· Interactions are respectful and courteous.

· Communicates effectively and professionally using a translator when necessary.

· Documents that information received from the patient are disseminated to the appropriate people or departments.

· Maintains and promotes professional competence through continuing education and other learning experiences.

· Participates in committees, conferences, and quality management activities.

· Researches and submits pertinent articles for review at staff meetings.

· Seeks new learning experiences by accepting challenging opportunities and responsibilities.

· Objectively evaluates suggestions or criticisms and attempts to improve performance or seeks further guidance, as needed.

· Attends and actively participates in meetings, committees, in-services, workshops, seminars, and conferences according to job responsibilities and Facility requirements.
· Is familiar with both contracted and non-contracted payers, frequently scheduled procedures within the Center, and billing processes 
· Adheres to safety policies and procedures in performing job duties and responsibilities.

· Reports observed or suspected violations, hazards, and noncompliance according to ____ policy.

· Observes safety measures in performance of job duties and responsibilities.

· Responds to emergency situations with competence and composure.

· Interacts appropriately with various age groups.

· Accurately assesses and interprets age-specific patient data.

· Accurately interprets age-specific patient responses to questions and instructions.

· Considers age-specific patient requirements when responding to emergency situations.
· Obtain all necessary information to initiate the insurance verification and authorization process.

· Utilize resources (phone, websites, Zirmed to verify insurance benefits on all patients that are scheduled for surgery at the center).

· When verifying benefits it is necessary to obtain information as to whether surgery requires authorization for surgery center (separate from Physician office authorization).  If yes, obtain authorization, make physician office of need for the authorization, or work with the physician in obtaining the authorization, as requested. Any authorization documentation should be uploaded into Document Central in Amaki and noted in the patient account notes. This is required prior to date of surgery.

· Maintain approved follow up process for authorizations

· Appropriately calculates procedure cost manually, when necessary

· Provides quotes to self-pay patients

· Once patient’s estimated out of pocket amount is determined, document in system and mail letter to patient, as time allows
· Verify all policy numbers are accurate and make any corrections as necessary.  

· Verify Primary Care Physician for Medicaid Patients and add to system.

· Notify Business Office Manager and/or Administrator if you have an issue where patient may not have coverage and/or any other insurance coverage issue.

· Assists will calling the patient to inform of their estimated out of pocket amount

· Know Care Credit process and terminology

· Setting up a financial payment arrangement with a patient

· Is familiar with and can explain process for anesthesia billing and all other ancillary billing services and items to the patient
· Is familiar with and appropriately uses internal Operating systems
· Open payment batch to post patient payments

· Post payment to patient account for all authorized and approved payments received via phone

· Familiar with adding an insurance to a patient account

· Uses EPIC to locate and pull patient information when needed for insurance and authorization requests

· Can go on Medtek and pull Operative Reports for physicians 

· Sending encrypted emails outside of the organization

· Documents, Policies and procedures maintained on the company share drive

· Printing and mailing a patient statement, receipt, or ledger

· All other duties as assigned.
SUPERVISORY RESPONSIBILITIES:
This job has no supervisory responsibilities.

COMPETENCIES - To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required.
Language, Math and Reasoning

· Ability to read and comprehend simple instructions, short correspondence and memos.  Ability to write simple correspondence.  Ability to effectively present information in on and one and small group situations to customers, clients and other employees of the organization.

· Ability to add, subtracts, multiply, and divides in all units of measure, using whole numbers, common fractions and decimals.  Ability to compute rate, ratio and percent and to draw and interpret bar graphs.

· Ability to apply common sense understanding to carry out detailed but involved written or oral instructions.  Ability to deal with problems involving a few concrete variables in standardized situations.

EDUCATION, EXPERIENCE, and TRAINING: 
· One year education or Degree and/or two years’ experience and/or training; or equivalent combination of education and experience.

· Two years of medical facility or medical business office experience preferred
· Training/experience in business office activities preferred.
· Require constant and frequent judgment and response. 
· Require language skills adequate for written, interpersonal and telephone communication in English.
CERTIFICATES, LICENSES, REGISTRATIONS: 

· BLS
COMPUTER SKILLS:

Excellent computer skills in a Microsoft Windows environment.
PHYSICAL DEMANDS - The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

· The employee must regularly lift and /or move up to 50 pounds. 
· While performing the duties of this job, the employee is regularly required to stand; walk; sit; use hands to finger, handle or feel; reach with hands and arms; climb or balance; stoop, kneel, crouch, or crawl; talk or hear; taste or smell.
VISION REQUIREMENTS

There are no special vision requirements.
WORK ENVIRONMENT - The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.
· This position works in an environment with moderate noise level. (Examples: business office with computers and printers, light traffic.)
Note: Nothing in this job specification restricts management’s right to assign or reassign duties and responsibilities to this job at any time. Critical features of this job are described under various headings above. They may be subject to change at any time due to reasonable accommodation or other reasons.  The above statements are strictly intended to describe the general nature and level of the work being performed. They are not intended to be construed as a complete list of all responsibilities, duties, and skills required of employees in this position.

I have read and understand the duties of my position:

Print Name:  





  Date:  






Signature:  






[JD title] / [Month Year]
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