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Dental - Insurance and Billing Coordinator
Company Name: [INSERT COMPANY NAME HERE]
Department: Front Office
Reports to: Practice Manager
Location: [INSERT LOCATION HERE]
1. Position Summary
You'll handle dental insurance and patient billing for [one or more] of our practices. You run benefits breakdowns, send claims with the right attachments and narratives, post payments, appeal denials, and work the aging report until balances are paid. You protect patient information under HIPAA in every call and claim.
2. Essential Duties and Responsibilities
1. Run full benefits breakdowns: deductibles, annual maximums, frequency limits, waiting periods, downgrades and missing tooth clauses.
1. Submit claims every day with the right CDT codes, radiographs, periodontal charts and narratives from the dentist's notes.
1. Send pre-authorizations (pre-determinations) for crowns, periodontal therapy and other treatment that needs them, and track the replies.
1. Post insurance payments from EOBs and electronic remittances, and apply write-offs from the right fee schedule.
1. Work the insurance aging report: call payers, correct and resend claims, and appeal denials.
1. Send patient statements, set up payment plans the practice manager approves, and answer billing questions.
1. Coordinate benefits for patients covered by two dental plans.
3. Key Tasks / Daily Activities
1. Check that yesterday's claims went out and cleared the clearinghouse.
1. Post the day's insurance checks and electronic payments.
1. Call insurance companies about unpaid or denied claims.
1. Answer benefit questions from the front desk and treatment coordinator.
1. Prepare refunds for patient and insurance overpayments and send them to the Bookkeeper.
1. Send claims denied because of a dentist's network status to the Insurance Credentialing Specialist.
4. Key Performance Indicators (KPIs)
1. Claims sent on time: [your target].
1. Clean claim rate: [your target].
1. Aged insurance claims: [your target].
1. Denials appealed on time: [your target].
1. Patient balances collected: [your target].
5. Required Qualifications and Skills
1. [2+] years of dental insurance billing, or medical billing and a willingness to learn dental.
1. Knows CDT codes, dental claim forms, EOBs, and how PPO fee schedules and write-offs work.
1. Comfortable in [your practice management software] and insurance web portals.
1. Organized and persistent with follow-up calls to insurance companies.
1. Follows HIPAA rules for patient records, claims and phone calls.
6. Preferred Experience
1. Experience with [dental Medicaid or CHIP plans].
1. Medical cross-coding experience (CPT and ICD-10) for procedures billed to medical insurance.
1. Experience writing claim narratives and appeals.
1. Has worked in a multi-practice group or central billing office.
7. Physical Requirements
1. Sit at a computer with frequent phone calls for most of the day.
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. Based at [practice] or the central billing office in [city].
1. Office hours: [Monday through Friday, 8 a.m. to 5 p.m.].
1. Remote or hybrid work [may be possible after training].
9. Compensation and Benefits
1. Pay: [range and hourly or salary basis].
1. Additional pay: [overtime, bonus or incentive terms, or none].
1. Benefits: [health, dental, vision, retirement, paid time off, and when they start].
10. Company Culture and Overview
1. [Two or three sentences on what your company does, the area you serve, and the support a new insurance and billing coordinator gets in the first 90 days.]
11. How to Apply
[Apply link or email]. Our process: [phone interview, in-person interview, and next steps]. Contact [hiring contact] if you need an accommodation during the application process.
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