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York County Community Action Corp. 
Patient Accounts Billing Specialist 

Job Description 
 
REPORTS TO:  Director of Revenue Integrity & Operations  
STATUS:  Nonexempt Full Time      PAY GRADE:  5 
 
PURPOSE:  The Patient Accounts Specialist role is vital to the financial health of the practice, working 
collaboratively with the patient accounting lead, revenue integrity administrator and clinical staff, to 
accurately submit and follow up on all insurance claims in a consistent and timely manner.    
  
RESPONSIBILITIES: 
1. Discusses insurance concepts, charges and account balances with patients. 
2. Works directly with the payers, patients, and healthcare providers, to ensure claims are billed and paid 

timely and accurately.  
3. Posts patient payments, electronic remittances, and paper remittances timely and accurately.  
4. Establishes payment plans for patients and follows up on all aged accounts regularly. 
5. Ensures all reason codes are posted, patient balances are applied correctly and secondary payers are billed 

timely and accurately. 
6. Reviews insurance denials daily and initiates appeals with Lead’s approval.     
7. Has an in-depth understanding of Medicaid, Medicare, and 3rd party insurance billing. 
8. Submits claims to primary, secondary and tertiary payers, timely and accurately.   
9. Creates aging reports for all financial classes to identify unpaid claims and balances. Follows up on all unpaid 

claims on a timely basis. 
10. Manages a range of billing tasks, including patient statements, refunds, credit balances, and processing 

patient refunds, after Lead’s approval. 
11. Collaborates with other practice team members to carry out structured quality improvement activities.   
12. Assists with upgrade testing as needed. 
13. Develops proficiency with the NextGen practice management system. 
14. Maintains confidentiality of patient information and records in accordance with HIPAA guidelines and 

YCCAC/NHC policies.  
15. Supports the mission of the organization in supporting both the coordination and integration of services and 

programs.  
16. Attends trainings as required.  
17. Must not have an active record on the System for Award Management (SAM) website. 
18. Performs other duties as assigned, or as necessary to fulfill the position. 
 
Qualifications: 
1. Minimum of 3 years’ experience with health care billing. 
2. Associate’s degree in business, health care management or related field preferred. 
3. Experience will Next Gen practice management and electronic billing systems preferred. 
4. Experience working with Electronic Remittance Advices, Electronic Data Interchange, and Electronic Funds 

payments. 
5. Strong oral and written communication skills.    
6. Familiarity with medical terminology, insurance statements and diagnostic and procedure codes. 
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7. Accurate data entry skills and attention to detail required.  
8. Proficiency in the use of standard office software. 
9. Ability to practice strong organizational skills to attend to multiple tasks at the same time, prioritize time 

sensitive tasks with multiple interruptions, ensure compliance with established deadlines and protocols. 
10. Capacity to function effectively as part of a team and also able to work independently. 
11. Follow all health center policies and procedures and engage in cooperative and respectful work relationships 

to ensure effective health center operations and patient outcomes. 
12. Must not have an active record on the System for Award Management (SAM) website. 
 
Qualifications and responsibilities are essential functions of the job.  Essential functions (EF) are the work tasks 
that employers do not have to change when making reasonable accommodations. 
 

Responsibility for Safety and Health: 
1.  Follow established standard and safety precautions in the performance of all duties. 
2.  Report to the Director of Revenue Integrity & Operations any hazardous condition or equipment    
     immediately. 
3.  Attend required safety trainings.   
 

Physical Requirement: 
Physical Essential Functions of the position 
Bending O Sitting  F  N (Not applicable) 

Carrying O Standing O  O (Occasionally) on/off up to 3 hrs. per day 

Driving  O Talking  F  F (Frequently) on/off up to 6 hrs. per day 

Handling O Walking O  C (Constantly) all the time, over 6 hrs. per day 

Hearing F Lift/Carry 
Keyboarding O 20 lbs. or less O 
Kneeling O Push/Pull 
Reaching O 12 lbs. or less O 
 
No job description can define completely all aspects of a particular position.  This job description in no way 
states or implies that these are the only duties that you will be required to perform.  The omission of specific 
statements of duties does not exclude them from the position if the work is similar, related, or is an essential 
function of the position. 
 

I have read this job description and fully understand the requirements set forth therein.  I hereby accept the 
position of PATIENT ACCOUNTS BILLING SPECIALIST and agree to abide by the requirements set forth and will 
perform all duties and responsibilities to the best of my ability.   
 

I further understand that my employment is at-will.  I understand that my employment may be terminated at-
will by the facility or myself with or with-out notice.  I further understand that should I desire to resign a two (2) 
week notice is necessary, and that failure to work through that notice would lead to a loss of eligibility for rehire 
at York County Community Action Corporation. 
 
Employee (print) name:  ____________________________________ 

 

Employee Signature: ______________________________________ Date: __________________ 


