[image: ]
Home Healthcare - Billing Specialist
Company Name: [INSERT COMPANY NAME HERE]
Department: Finance
Reports to: Chief Financial Officer
Location: [INSERT LOCATION HERE]
1. Position Summary
We're hiring a Billing Specialist to get us paid for the visits our team makes. You'll bill Medicare, Medicare Advantage, Medicaid, and private-pay clients, track authorizations, work denials, and chase the missing signatures and visit records that hold claims up. In home care, payroll depends on clean claims going out on time.
2. Essential Duties and Responsibilities
1. Submit Medicare home health Notices of Admission and final claims, and claims to Medicare Advantage, Medicaid, and commercial payers.
1. Bill private-pay clients and long-term care insurers, and send the care notes insurers ask for.
1. Track authorizations so visits don't go past the authorized number or dates.
1. Work denials and rejections: fix the claim, then resubmit or appeal.
1. Match EVV visit data to claims where your state or payer requires it.
1. Respond to additional documentation requests (ADRs) and payer audits with complete records.
1. Post payments and adjustments, and work aged accounts receivable.
3. Key Tasks / Daily Activities
1. Run the billing hold report and chase unsigned orders, missing visit notes, and EVV gaps.
1. Submit claims through [your clearinghouse] and fix rejections.
1. Post payments from remittances.
1. Call payers about unpaid or denied claims.
1. Warn the Intake Coordinator and Scheduler about authorizations close to running out.
4. Key Performance Indicators (KPIs)
1. Clean claim rate: [your target].
1. Denials as a share of claims: [your target].
1. Days sales outstanding by payer: [your target].
1. Unbilled visits past your billing deadline: [your target].
1. Notices of Admission filed on time: [your target].
5. Required Qualifications and Skills
1. High school diploma or equivalent; billing or coding coursework is a plus.
1. [2+] years of medical billing, ideally in home health, hospice, or home care.
1. Knows Medicare, Medicare Advantage, and Medicaid billing rules, and how to read a remittance.
1. Comfortable with billing software, clearinghouses, and spreadsheets.
1. Handles patient and billing information under HIPAA.
6. Preferred Experience
1. Experience with home health claims under PDGM.
1. Experience with Medicaid waiver billing and state EVV aggregators.
1. A billing or coding credential such as [CPB, CPC, or HCS-D].
1. Has used [your EMR or billing software].
7. Physical Requirements
1. Sitting at a computer for most of the day.
1. Occasionally lifting boxes of records up to [15] pounds.
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. Office-based in [office city]; remote or hybrid work after training: [your policy].
1. Regular hours: [Monday through Friday], with deadlines around payroll and claim cutoffs.
1. Long stretches on the phone with payers, often on hold.
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 billing 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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