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FILENAME:   CASHIER







POSITION # 1800

_______________________________________________________________________

POSITION PURPOSE AND SUMMARY

To request and collect payment of charges for services from the patient/guarantor at the time of service or discharge.  Processes patient inquiries at the cashier window in regards to discharges, insurance and payments.

________________________________________________________________________

PRIMARY RESPONSIBILITY/TASKS

1.  
Discharges patients according to policy including collection of patient balances, 
calculation of self pay portions, and ensures that all required information is in the 
patient's folder.

2.  
Processes charge tickets from Ancillary departments.

3.  
Reviews the discharge census from the previous day to ensure all accounts have 
been accounted for.

4.  
Responsible for accurate balancing of the cash drawers daily and preparation of the bank deposit under time restrictions.

5.  
Safeguards patient valuables as a courtesy service to all patients.

6.  
Refers patients to the Financial Counselor for proper financial arrangements.

7.  
Completes appropriate promissory note for each patient or makes payment arrangements and documents information in system.

 8.
Collects payments at window.  Scans check copies into system for audit purposes.

 9.
Receives copy of insurance cards and hospital forms needed for billing and scans information into the system.

10.  
Matches bills daily and make correct determination on accounts not receiving 
bills.

11. 
Complete the necessary room and board changes on accounts discharges as 
medical short stay.

12. 
Processes outside service charges before a final bill is produced.

13. 
Completes name changes on accounts not yet final billed.

14. 
Matches precert and correspondence to those accounts not final billed.

15. 
Makes proper determination on those accounts discharged within 24 hours of 
admission not admitted as medical short stay.

16. 
Properly handles all patient inquiries according to their needs; i.e., payments, 
insurance information, etc.

17. 
Makes proper determination on accounts listed on the "accounts not selected for 
billing" report.

18. 
Makes proper determination on accounts listed for Medicare, Medicaid, and Blue 
Cross patients with accounts registered within 72 hours on each other.

19. 
Makes proper determination on accounts final billing without charges on the 
pending billing list.

20. 
Checks Medicare inpatient accounts for previous stay and errors.

21. 
Verifies Medicare inpatient files in Insurance Benefits Maintenance.

22. 
Makes courtesy discharges on Medicare inpatients not needing information or 
payments.

23. 
Checks outpatient files for errors and verifies insurance on outpatient surgical, cat 
scan and MRI accounts.

24.
Provide vacation relief and assistance when high census for the outpatient insurance verifier, following the procedures and policies for that position.

25.
Provide vacation relief and assistance when there is a high census for the inpatient insurance verifier, following the procedures and policies for that position.

26.
Provide vacation relief for the mail clerk position, following procedures and policies for that position.

27.
Print itemized bills requests from Laserarc in certain situations.

28.
Print remittance advice for Medicare EOB’

29. 
Documents all encounters with patients or family in insurance comments only.  
Notates forms being received or any commitments made.

30.
Attends management information software updates as required.

31.
Attends meetings as required.

32.
Observes the confidentiality of hospital information. 

33.
Participates in educational programs and in-service meetings.

34.
Maintains job duties in accordance with established policies and procedures.

35.
Completes job duties within required time frames, according to established 
schedules or work flow requirements.

36.
Reviews annually and adheres to all State, Federal, and local laws and standards     as they relate to the ethical and legal compliance plans and policies.

37.
Supports the mission of Healthcare System:  Provides the highest quality care in the most cost efficient manner. Provides for the well being of the community and serves the needs of all people.  Demonstrates the values:  Dignity, Compassionate Care, Community, Quality, and Stewardship.

38.
Maintains attendance as an essential requirement of the position and as designated by hospital standards. 

39.

The above statements are intended to describe the general nature and level of 


work being performed.  They are not intended to be construed as an exhaustive 


list of all responsibilities, duties and skills required of personnel so classified.

FUNCTIONS THAT MAY BE REASSIGNED:

The following job accountabilities may be re-assigned:

Cross-trained to relieve mail clerk, out patient verifier, inpatient verifier and financial counselor.

JOB PERFORMANCE CRITERIA

A. EDUCATION/EXPERIENCE:

High School Graduate or equivalent.

A high knowledge of insurance benefits.

Must have calculator and computer experience and basic knowledge of business machines.

Prior experience with cash collections, balancing of cash drawers and preparation of bank deposits required.

Knowledge of insurance benefits preferred.

Must demonstrate an ability in communication and problem solving skills.
Must be able to pass calculator and mathematical test with a score of 60% or higher.

B. MENTAL DEMANDS/WORKING CONDITIONS:

Routine duties using one or more of several established procedures within a prescribed practice under general supervision.  Involves minor decisions many of which are repetitive.  Position requires close attention to detail.  Occasional pressure due to multiple call and inquiries.

C. PHYSICAL DEMANDS:

Much of the work is done while sitting but with more than normal standing or walking.  Lifts/carries 35lb. maximum.  Manual dexterity and close visual effort requires visual acuity, which are required to perform the duties found in a typical office environment.

D. SERVICE RELATIONSHIPS:
Frequent contacts of a significant nature involving difficult negotiations and technical matters.  Requires a high degree of diplomacy and tact.      

E. ACCOUNTABILITY:

General supervision is available for a variety of duties, most of which follow well defined methods and procedures.  Employee is able to operate alone on routine work, checking with supervision for answers when in doubt.

F. SUPERVISORY RESPONSIBILITY:

N/A

________________________________________________________________________

APPROVALS

________________________________          ___________________________________

ADMINISTRATOR                                          PERSONNEL DIRECTOR

________________________________          ___________________________________

DIRECTOR
DIVISION DIRECTOR

