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Hospitals - Business Office Manager
Company Name: [INSERT COMPANY NAME HERE]
Department: Business Office
Reports to: Chief Financial Officer
Location: [INSERT LOCATION HERE]
1. Position Summary
We're hiring a business office manager to run patient access, coding and billing at our critical access hospital. You'll lead the registration, coding and billing staff, clear what holds up claims, work denials and aging, and keep swing bed, Method II and rural health clinic billing right. The CFO sets financial goals; you run the daily work that meets them.
2. Essential Duties and Responsibilities
1. Lead patient access representatives, medical coders and revenue cycle specialists, and set daily work queues and goals.
1. Review accounts receivable by payer and age each week, and assign follow-up on the oldest and largest accounts.
1. Find the root causes of denials with patient access, coding and clinical departments, and track each fix.
1. Maintain the chargemaster with department leaders, and update codes and prices when services or payer rules change.
1. Prepare the Medicare bad debt listing and credit balance reports for the CFO and the cost report preparer.
1. Give good faith estimates to uninsured and self-pay patients as the No Surprises Act requires.
1. Run financial assistance applications, payment plans and collection agency placements under hospital policy.
3. Key Tasks / Daily Activities
1. Check the discharged-not-final-billed report and clear what's holding each claim.
1. Review the prior day's cash, deposits and point-of-service collections.
1. Take escalated patient billing calls and complaints.
1. Meet with staff on payer problems, such as a Medicare Advantage plan denying swing bed days.
1. Cover registration, coding follow-up or billing work when someone is out.
4. Key Performance Indicators (KPIs)
1. Discharged not final billed days: [your target].
1. Cash collected against goal: [your target].
1. Denials by root cause: [your target].
1. Registration errors caught before billing: [your target].
1. Billing complaints from patients: [your target].
5. Required Qualifications and Skills
1. [5+] years of hospital billing, registration or revenue cycle work, including [2+] years supervising staff.
1. Working knowledge of institutional and professional claims, remittance codes, and Medicare, Medicaid and commercial payer rules.
1. Experience with critical access hospital billing, such as swing beds, Method II or rural health clinics.
1. Strong Excel skills and experience with [your EHR and billing system].
1. Clear, calm communication with patients, staff, payers and department leaders.
6. Preferred Experience
1. Certified Revenue Cycle Representative (CRCR) from HFMA, or Certified Healthcare Access Manager (CHAM) from NAHAM.
1. Associate or bachelor's degree in business, accounting or health information management.
1. Coding knowledge, or a credential such as CPC or CCS.
1. Experience with chargemaster reviews and price transparency files.
7. Physical Requirements
1. Work at a desk and computer for most of the day, with walks to registration areas and departments.
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. Hospital business office, weekday schedule: [hours].
1. Longer days at month-end and before cost report deadlines.
1. A team that covers registration on every shift, including nights and weekends.
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 business office manager 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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