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Dental - Insurance Credentialing Specialist
Company Name: [INSERT COMPANY NAME HERE]
Department: Finance
Reports to: Chief Financial Officer
Location: [INSERT LOCATION HERE]
1. Position Summary
You'll get our dentists and practices in network with the dental plans we accept, and keep them there. You collect and verify each dentist's documents, file and follow up on plan applications, track recredentialing, and tell practices which dentist can see which plan's patients. A missed step means denied claims or patients booked with an out-of-network dentist.
2. Essential Duties and Responsibilities
1. Start plan credentialing as soon as a dentist signs an offer, collecting the license, DEA registration, malpractice coverage, NPI and work history.
1. Keep each dentist's CAQH ProView profile current and re-attested on schedule, for the plans that use it.
1. Submit and follow up on applications to each dental PPO, dental HMO, Medicaid and CHIP plan the group accepts.
1. Link dentists and new locations to the right tax ID and billing address with each plan, and set up electronic payments and remittances.
1. Track recredentialing dates, license and malpractice renewals, and plan contract changes in [your credentialing software or tracker].
1. Update plan rosters when a dentist joins or leaves, and credential the dentists of every practice the group buys.
1. Keep a current list, by practice, of which dentist is in network with which plan, for the call center and front desks.
3. Key Tasks / Daily Activities
1. Check application status with plans by portal and phone, and log every follow-up.
1. Answer front desk and call center questions about a dentist's network status.
1. Review claims denied for credentialing or enrollment reasons with the billing team.
1. Request missing documents from dentists, practice managers and the HR Manager.
1. Update the network status list when a plan approves or ends a contract.
4. Key Performance Indicators (KPIs)
1. Days from dentist start to in-network status: [your target].
1. Applications approved on first submission: [your target].
1. Recredentialing completed before the deadline: [your target].
1. Claims denied for credentialing reasons: [your target].
1. Network status list accuracy: [your target].
5. Required Qualifications and Skills
1. [2+] years of provider credentialing or enrollment, ideally for dental or medical groups.
1. Knows dental plan credentialing, CAQH ProView and state Medicaid provider enrollment.
1. Organized with deadlines, documents and follow-up across many plans at once.
1. Comfortable with insurance portals, spreadsheets and [your credentialing software].
1. Protects dentists' personal information, such as Social Security numbers and license details.
6. Preferred Experience
1. Certified Provider Credentialing Specialist (CPCS) from NAMSS.
1. Experience credentialing dentists for a multi-practice group or dental service organization (DSO).
1. Has credentialed the dentists of an acquired practice.
1. Knows how plan fee schedules load into [your practice management software].
7. Physical Requirements
1. Work at a computer and on the phone for most of the day.
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. Based at the central office in [city], [or remote after training].
1. Business hours [Monday through Friday], with busy stretches when new dentists start or the group buys a practice.
1. Handles confidential dentist and plan contract information.
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 credentialing specialist 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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