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	Job Title
	Financial Counseling Supervisor

	Job Level
	Supervisor

	Date Revised
	1/14/04

	Functional Area
	Patient Access

	Submission Demographics
	

	JD #
	9

	Notes
	


JOB DESCRIPTION

JOB TITLE:


Financial Supervisor









DEPARTMENT:

Admissions


REPORTS TO:

Admissions Director

SUPERVISES:


Patient Financial Counselors, Cashiers and Guest Center Clerks

RESPONSIBLE FOR:  Providing supervision of the Patient Financial Counselors, Cashiers and Guest Center Clerks.  Ensuring adequate staffing and appropriately trained staff.  Supervising the functions of insurance verification, obtaining pre-authorizations and account payment.

QUALIFICATIONS:
 High school graduate, Bachelor’s degree in business, health care or related field preferred.  Two years supervisory experience preferred.  Working knowledge of insurance requirements, with both government and commercial payers and up-to-date knowledge of trends.  Ability to use word processing, spreadsheets and related software.  Good written and verbal communication skills.  Self-motivated and able to use independent judgement.

ESSENTIAL FUNCTIONS:

1. Coordinates staffing and supervises Financial Counselors, Cashiers and Guest Center Clerks.

2. Manages supervision of staff.

3. Reviews and monitors patient accounts.

4. Manages Guest Center functions.

JOB PERFORMANCE STANDARDS
Financial Supervisor

All functions shall be performed in a competent, high quality, timely and cost-effective manner in accordance with departmental procedures or protocols. Quality is defined as correct, accurate, thorough and age-appropriate. Other performance measures and/or expansion of the above also apply if included below.
	Functions and Performance Standards
	Rating

	1. Coordinates staffing and supervises Financial Counselors, Cashiers and Guest Center Clerks.

a. Schedules personnel for vacation, sick leave and other time off ensuring adequate coverage in the department.

b. Provides relief staffing as necessary to ensure adequate coverage at all times.

c. Controls payroll hours to hours budgeted.
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	2.
Manages supervision of staff.

a. Evaluates employee performance and makes recommendations concerning merit increase fairly and constructively; conducts performance appraisals.

b. Writes policies and procedures to establish guidelines for financial counselors, cashiers and guest center personnel to follow as they perform their assigned tasks.  Modifies these procedures as business necessitates.

c. Assigns job duties to achieve patient/customer satisfaction while adhering to contract guidelines.

d. Conducts monthly staff meetings.

e. Interviews and selects employees to fill vacant positions.

f. Provides and/or coordinates training and in-services for employees on new requirements and procedures. 

g. Keeps up-to-date on insurance industry and government payer requirements.

h. Counsels and takes disciplinary action with employees as needed.

i. Serves on hospital committees and task forces as needed.
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	3.
Reviews and monitors patient accounts.

a. Approves financial applications for charity care, which are within established guidelines.  Refers any accounts outside of guidelines to the Admissions Director or V.P. of  Finance for discussion.

b. Evaluates termination of benefit or pre-certification denials for possible methods of providing the patient with insurance coverage.

c. Coordinates appeal issues on those accounts under the control of registration and the financial counselors when denial of payment issues arise.

d. Identifies potential bad debt accounts while the patient is in-house for payment arrangements or a referral for medical assistance.

e. Monitors daily financial reports.

f. Resolves issues that may prohibit insurance payments.
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	4.
Manages Guest Center functions.

a. Communicates monthly statistics to Accounts Payable and Finance areas.

b. Ensures guest rooms are in good repair and that equipment is functional; makes recommendations on any required purchases or repairs accordingly.

c. Monitors monthly supply purchases in accordance with budget and investigates any discrepancies.
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TOTAL POINTS:          / NUMBER OF FUNCTIONS:                =
	


