110 Nicholoff Way

P.O. Box 1388

Cordova, Alaska 99574-1388

Ph (907) 424-7738 * Fax (907) 424-7739

10,000 vears in our Traditional Homeland, Prince William Sound, the Copper River Delta, & the Gulf of Alaska

ILANKA COMMUNITY HEALTH CENTER

PATIENT ACCOUNTS COORDINATOR JOB DESCRIPTION

Team: Ilanka Community Health Center =~ Wage $15.95 PH

Reports To: Clinic Office Manager

FLSA Status: Non-Exempt from Overtime

Prepared Date: November 19, 2009 Schedule 40 hours per week

The Patient Accounts Coordinator provides patients with information and assistance on applications for
financial aid for medical services. Programs include, but are not limited to ICHC Sliding Scale Discount,
Medicaid enrollment, BCHC and Pharmacy Assistance Programs.

Performs a variety of work within established policies and procedures, periodic review of work in
progress, receives review of completed work.

Responsibilities/Duties

e Interviews patients for information on financial situation, insurance coverage, medication needs,
and family size. Provides education to patients on programs and benefits.

e Provides follow-up to patients on an annual basis to update information and renew applications.

e Reviews daily clinic schedule for prior balances to be collected and any information needed from
the patient. Verifies insurance as needed.

e Assists patients with completion of applications for federal, state, local and private programs.

o Reviews applications for accuracy and completeness. Forwards to appropriate agencies.

o Provides follow-up with agencies to determine status of applications.

o Makes recommendations for ICHC Sliding Scale Discount status. Communicates Sliding
Scale Discount status to billing agency for proper classification in the Practice
Management system.

e Serves as local billing point of contact for patients. Reviews account activity and balances with
patients. Establishes payment plans as appropriate. Coordinates efforts with contract billing
agency.

e Works with local canneries and other agencies to provide education and coordinate activities.

e Maintains knowledge of the Sliding Scale Discount program, Medicaid eligibility guidelines and
Pharmacy Assistance Program requirements.

e Provide education on available programs to providers and other clinic staff.

e Maintains a thorough filing system to meet audit requirements and provide an effective means of
determining application status.

e Coordinates information and activities with other local agencies. Participates in local health fairs.

e Provides backup support to front desk staff.

e Participates in professional development activities to keep current with trends and practices in
discount and enrollment requirements

e Maintains strict confidentiality of patient information. Handle Protected Health Information (PHI)
in a manner consistent with HIPAA.



Competencies (Knowledge, Skills and Abilities
Must be proficient in medical terminology, insurance practices, practice management systems general
computer systems and applications including email. Must possess good skills in basic math and
written communication at a level necessary to complete work. Will possess ability to work under
direction, as well as exercise initiative, judgment, problem-solving and decision-making as needed in
a variety of changing circumstances. Will be able to establish and maintain a professional, effective
working relationships with patients, medical/dental staff and the public. Shall be organized, able to
concentrate on fine detail, and complete work in a fast paced environment with interruptions.
Ability to work with highly sensitive, confidential material and information in an appropriate and
discreet manner. Must be able to communicate effectively and professionally, both verbally and in
writing. Must be able to relate to and work with emotionally upset and sometimes hostile individuals.
Ability to accept direction, but can work independently, take initiative and use good judgment in
work.

Current (annual) TB screening is requested of all ICHC employees. Hepatitis B immunization is optional.

Experience Requirement
Two years of health or social service experience preferred.
Minimum of one year administrative and customer service experience.

Education Requirement
High School diploma / or equivalent required. Associates degree preferred.

Performance Standard

Regularly sit for long periods of time in order to complete work.

Typically move, bend and crouch during work hours to complete assigned tasks.

Typically lift 10 1bs to move and coordinate work.

Regularly write, operate a keyboard, use computers, office machines or otherwise create, communicate
and store electronic and paper data and correspondence.

Regularly use high level of cognitive function to synthesize a variety of environmental cues and data in
order to understand job functions, make independent decisions and complete tasks.

Environmental Factors

Majority of work will be completed in an office within a medical primary care clinic.

Exposure to Hazards: Housekeeping Products.

Blood/Fluid Exposure Risk:
Usual tasks do not involve exposure to blood, body fluid, or tissues but job has potential for mucous
membrane or skin contact exposure to blood, fluids or tissue. Use of personal protective equipment
(PPE), when appropriate, is required

Disclaimer

Nothing in this job description restricts NVE’s right to assign or reassign duties and responsibilities to this
job at any time. By signing below I acknowledge receipt of this job description and that my supervisor has
discussed it with me.

Employee Signature Date Supervisor Signature Date

Team Leader Signature Date
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