Cayuga Medical Associates
Job Description: 
Job Title:  Revenue Cycle Patient Accounts Leader
Purpose:   To optimize revenue and maximize control procedures at the assigned practice which is achieved by Monitoring and audits performance metrics of all front end staff with regard to revenue cycle responsibilities and provides input from audits to the Reimbursement Manager. Acts as the practice management system super-user for patient accounts/ledger information.  Reports updates to the Reimbursement Manager of outstanding issues for billing purposes on services provided by the providers and or clinical staff the influence patient satisfactory.  

Reports to: Revenue Cycle Supervisor/Reimbursement Manager
Behavior and Service Expectations

All CMA employees are required to display the following cornerstones in representing themselves as an employee of Cayuga Medical Associates:

· Patient-Centered Excellence: We will provide exceptional and compassionate care, one patient at a time.

· Teamwork: We will work together as a cohesive team.

· Safety: We will maintain a safe, clean, and welcoming environment.

· Respect: We will maintain a respectful and peaceful atmosphere.

· Professionalism: We will act in a professional and positive manner.

Essential Job Functions
· Maintains current expert knowledge in billing and revenue cycle
· Audits performance metrics for Revenue Cycle Billing assuring that performance meets expectations

· Acts as the super-user for the practice management system in regards to patient accounts/ledger. Acts as a resource to Front End Lead staff and or Office Coordinator
· Reviews all claims for completeness before submitting to coding
· Reports regularly with Reimbursement Manager on any revenue cycle issues

· Attend monthly Revenue Cycle meetings to review any revenue cycle issues

· Attends training on payer updates (i.e. workman’s comp changes, etc) 
· Follows Cayuga Medical Associates process on submitting patient statements, collection letters and calls weekly.  Monitor patient accounts, contacts patients on insurance eligibility questions
· Works with Cayuga Health Systems with financial assistance.  Work on spreadsheet data entry, eligibility, patient notification and coordinates with the Cayuga Health System.
· Notifies Revenue Cycle Manager of any new procedures 

· Assists in creating financial plans for patients by phone and in person and monitoring compliance in accordance with billing office procedures

· Refers appropriate patient accounts to our internal financial assistance department

· Possess a strong knowledge of the EMR as related to billing and capturing of services
· Performs insurance eligibilities by phone or online at specific insurance sites
· Provides reports and excel spreadsheets as requested by supervisor/managers
· Will work with all locations on daily cash out process
· Will post personal payments to accounts daily and balance daysheet daily
· Will provide training for appropriate staff with new processes and procedures as they pertain to the Revenue Cycle Department
· Supplies a monthly report to the Revenue Cycle Supervisor on the status of current duties/projects
· When needed will key charges to the practice management system, perform the review and forward to coding
· Works with our outside billing company on claims that need to be reprocessed
· First contact for patients on account balance information
· Monitors insurance eligibility and communicates with staff and patients 
Knowledge, Skills and Abilities

· Comprehensive knowledge of revenue cycle process

· Expert knowledge of billing/coding per specialty 

· Expert knowledge of the PM system which includes the creation of customized reports

· High level of accuracy and attention to detail – must perform critical tasks with 100% accuracy

· Ability to create moderately complex spreadsheets and reports

· Ability to receive data and create basic analysis 

· Ability to teach and provide feedback

· Ability to interact openly and confidently with all levels of staff and providers

· Effective communication skills, both oral and written

· Ability to think creatively to problem solve and create solutions to difficult situations
The above statements are intended to describe the general nature and level of work being 

performed by people assigned to this position. They are not intended to be an exhaustive

list of responsibilities, duties and skills required for successful performance of this role. As Cayuga Medical Associates grows the above listed duties can change according to the needs of the organization.
Qualifications

High School graduate, associates in business management highly preferred or appropriate mix of education/experience
Additional education, coursework or certification in medical office billing and/or coding (specific to the designated specialty)

2-3 years of experience in medical office billing and revenue cycle management

Demonstrated track record of high attention to detail and high level of accuracy

Exceptional communication skills and ability to provide instruction and education

Physical requirements:

- sitting: 70%
- standing: 30%
- reaching: 80%
- bending: 10%
- lifting: must be able to lift 40 lb.

Working environment:

· Pleasant conditions; comfortable indoor climate with suitable equipment and tools to carry out the responsibilities of the job.

· Persons in this job may be exposed to communicable disease through patient care and interaction.

I have reviewed the above job description and accept this position with the acknowledgement that I am willing and able to meet all requirements and expectations.

Date _________________

Employee_______________________________
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