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Job Description
	Job Title
	Revenue Cycle Manager

	Department/Program
	Finance

	Location
	Derby

	Supervisor
	Dir. Of Finance

	Classification/FLSA Status
	Full-time, Non-Exempt                 Grade: 4



Integrity • Collaboration • Quality • Compassion • Dedication
Job summary
The Revenue Cycle Manager will be responsible for all mental health clinic billing and overseeing of billing staff for Harmonia Collaborative Care Inc. This will include billing, accounts receivable management and assisting in credentialing needs with outside credentialing service agency. 
Job Responsibilities
· Ensure all providers are properly credentialed based on license status
· Coordinate with Director of Clinics that all notes are created and signed to support billing timely
· Process billing of behavioral health insurance claims and private billing of client accounts . All billing must be complete, accurate and submitted on a timely basis
· Achieve maximum reimbursement for services provided.
· Use diligence in follow-up of rejections/denials from insurance billing using Ability software as well as denial management report.
· Responsible to ensure client eligibility and benefits verification occurs for client services. 
· Advocate for mental health clients in processing of health insurance claims.
· Provide management reporting including: Accounts receivable aging; cash receipts aging; denials and write-off report; any issues/trends seen during billing or posting activities; regulation changes
· Keep abreast of  regulation changes including attending National Council weekly billing meetings, read insurance company monthly update notices; relevant trainings
· Develop a relationship with billing software vendor.
· Optimize use of billing software; set up and address vendor tickets to manage software issues; add and remove users.
· Comply with all Federal and state regulations and agency policies including  HIPAA and false claims laws.
· Other duties as assigned by supervisor.
· Compliance and Values
· All employees are expected to obey all laws and regulations governing our Agency and to be accountable for compliance at all times.
· All employees are expected to provide the highest level of service to Agency patients. Their work ethic is expected to reflect Harmonia’s core values

Skills and Abilities
· Ability to follow direction and take independent action.
· Ability to be proactive and take initiative.
· Knowledge of billing regulations and processes.
· Strong problem-solving skills and sound judgement to resolve issues and reconcile accounts.
· Strong organizational skills and detail-oriented, exhibiting a high level of quality through attention to detail and monitoring of work.
· Excellent verbal and written communication, as well as exceptional interpersonal communication skills.
· Demonstrate knowledge of computer skills, including Microsoft Excel, knowledge of billing software programs.  TenEleven ECR.
· Knowledge of client service principles and practices.
Education and Experience
· Minimum Degree Required:  Associates Degree or similar combination of education and experience
· Minimum 3 years’ experience in a healthcare setting
· Managerial experience in revenue cycle administration
Work environment 
· Work is performed in an office setting.
· Physical demands of position:  sitting, standing, walking, typing, phone communications, face-to-face conversation.
[bookmark: _Hlk77071247]GENERAL SIGN OFF:  The employee is expected to adhere to all agency policies.  This job description is not designed to cover or contain a comprehensive listing of activities, duties and responsibilities that are required of the employee.
I have read and understand this job description and recognize it may change to meet the needs of the organization.

Signature: __________________________________		Date: ________________________
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