STATE OF NEBRASKA
CLASS CODE:
S19710

CLASS SPECIFICATION
SALARY GRADE:
338

EST: 09/83 - REV: 02/02
OVERTIME STATUS:
N
REIMBURSEMENT CLERK

DESCRIPTION:   Perform a variety of clerical functions to facilitate reimbursement from Medicare, Medicaid, and insurance companies for medical services and to post reimbursement to ledger accounts.  Position performs the full range of assignments with general supervision.  Such clerks may also train new employees and provide assistance to other staff.

EXAMPLES OF WORK:  (A position may not be assigned all the duties listed, nor do the listed examples include all the duties that may be assigned.)

File insurance claims with Medicare, Medicaid, and insurance companies to obtain revenue for medical services provided.

Answer inquiries from insurance companies, clients and guardians concerning billing procedures.

Review vouchers and invoices received with payments to verify that payments are correct.  Follow up with insurance companies on payments not received and/or received payment discrepancies.

Calculate revenue received from Medicaid and apply the percentage for the federal financial participation rate to individual claims and post such revenue to ledger accounts.  Review Medicare payments for coinsurance amounts and adjust billable amounts.

Post adjustment transactions to accounts receivable ledger accounts.

Compile patient census information and prepare various patient data and billing/adjustment reports.

Interview patients/clients to obtain financial information and verify health insurance coverage.

Maintain client files and file insurance correspondence and other related material.

FULL PERFORMANCE KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (These may be acquired on the job and are needed to perform the work assigned.)

Knowledge of:  Financial Responsibility Office policies and practices relating to the submission of reimbursement claims to insurance companies, Medicare, and Medicaid; explanation of benefits documents and various Medicare/Medicaid manuals; AIMS system.

Ability to:  perform basic data analysis including the ability to review, classify, categorize, prioritize and/or reference data or guidelines; utilize a variety of reference, descriptive and/or advisory data and information such as financial statements, guidelines, regulations and manuals; exercise judgment in situations involving the evaluation of information against measurable criteria; exercise independent judgment to meet variations in assignments.

REIMBURSEMENT CLERK(continued)

ENTRY KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (Applicants will be screened for possession of these through written, oral, performance, and/or other evaluations.)

Knowledge of:  health insurance reimbursement filing procedures, bookkeeping procedures, and accounting software programs.

Ability to:  review and identify errors in financial statements, to effectively communicate orally, effectively explain procedures and policies, and effectively work with a variety of individuals; utilize computer software, enter data, and perform basic mathematical computations; process, calculate, and tabulate data and perform subsequent actions relative to the computational operation; interpret and utilize a 2wide variety of reference and descriptive data and information.

Skill in:  utilizing general office equipment such as a computer, adding machine and other general office equipment.
JOB PREPARATION GUIDELINES:  (Entry knowledge, abilities, and/or skills may be acquired through, BUT ARE NOT LIMITED TO, the following coursework/training and/or experience.)

Training in office filing, data entry, software and use of calculator, and experience in data entry, filing medical insurance claims, and/or bookkeeping.
