	Job Title
	Cashier & A/R Coordinator

	Job Level
	Supervisor

	Date Revised
	

	Functional Area
	Pre-encounter

	Submission Demographics
	

	JD #
	24

	Notes
	


JOB DESCRIPTION/EVALUATION

NAME:



EFFECTIVE DATE:

DATE DUE:

LOS:



JOB TITLE:  Cashier/Accounts Receivable Coordinator







RESPONSIBLE TO:
Business Office Mgr

SUPERVISES:
Cashier/Receptionist

DEPARTMENT:

Business Office


FACILITY:


DATE:






SUPERSEDES:

CONDITIONS OF

EMPLOYMENT:

Must be free from active tuberculosis.





Must have home phone for disaster notification.





Must have employee eligibility verification.

Must be available to work hours/shifts necessary to meet department staffing needs.

JOB SUMMARY:

Responsible for coordinating: cashiering activities, insurance 





Responsible for training cashier/receptionist.

Payments from 3rd party payors, client activities, misc. cash, and physician office billing/collection.  

Is trained to do other reception and clerical duties.  

Works with patients to handle payment inquiries/payments. Is trained to support other dept duties as needed to meet dept goals.

Distributes rejections and late charge reports to department managers for follow-up.

Enters late charges/charge corrections for all departments if charge-window has passed.
EDUCATION/SKILLS/

KNOWLEDGE:


High school graduate or equivalent.

At least 2 years of data processing/computer experience in data entry.                

Must have a working knowledge of accounting principles:  

cash application, debit/credit adjustments in accounts receivable (A/R).                Needs to demonstrate the ability to meet goals/deadlines, and 100-percent accuracy in data entry functions.  

Knowledge of computer terminology/operations is essential.  

Must be able to type, use calculator, and ensure that numbers are correctly input/balanced. Needs exceptional analytical skills/memory.  

Needs to have a positive attitude and work well with others.

Basic computer knowledge required.

ENVIRONMENTAL

CONDITIONS:

Physical demands: Underlined is/are the requirement(s) that apply to this position.

Sedentary:
Primarily sitting/lifting 10 pounds maximum.

Light:

Lifting 20 pounds max with frequent carrying/lifting up to 10 pounds.

Medium:
Lifting 50 pounds max with frequent carrying/lifting up to 20 pounds.

Heavy:

Lifting 100 pounds max with frequent carrying/lifting up to 50 pounds.

Very Heavy:
Lifting objects over 100 pounds with frequent carrying/lifting up to 50 pounds.

Checked are the appropriate factors for this position: 

0=
Occasionally



33% of the work shift

F=
Frequently



34-66% of the work shift

C=
Constantly



67-100% of the work shift

N/A=
Not Applicable for this position 

0%

Physical Factors
N/A

O

F

C



Standing

____

__X_

____

____

Walking

____

__X_

____

____

Sitting


____

____

____

__X_

Pushing (100+)

____

__X_

____

____

Pulling (100=)

____

__X_

____

____

Stooping

____

__X_

____

____

Kneeling

____

__X_

____

____

Crouching

____

__X_

____

____

Reaching

____

____

__X_

____

Filing


____

____

__X_

____

Typing (computer)
____

____

____

__X_

Xeroxing

____

____

____

__X_

Talking


____

____

____

__X_

Hearing


____

____

____

__X_

Color Vision

____

____

__X_

____

Driving


Environmental Factors
N/A

O

F

C

Exposure to Weather
__X_

____

____

____

Extreme Heat

__X_

____

____

____

Extreme Cold

__X_

____

____

____

Noise


____

____

__X_

____

Vapors


__X_

____

____

____

Dust, fumes

__X_

____

____

____

Odors


__X_

____

____

____

Bloodborne Pathogens:  The appropriate category is checked.

_____
Category I: Job classifications in which tasks involve exposure to blood, body fluids or tissues.

_____
Category II: Job classifications in which tasks involve no exposure to blood, body fluids or  

              tissues, but employment may require performing unplanned exposure to category I tasks.

___X_
Category III: Job classifications in which tasks involve no exposure to blood, body fluids or tissues, and Category tasks are not a condition of employment. 

JOB DUTIES/RESPONSIBILITIES

COORDINATES CASHIERING ACTIVITIES

a. ____  Can handle patient billing inquires.

b. ____  Can receive patient payments/receipt through cashiering draw.

c. ____  Collects all cashiering draw activity reports/posts drawers daily.

d. ____  Posts self pay payments/completes batch process daily.

e. ____  Calculates  discounts, posts/completes batch process daily.

f.  ____  Posts bad debt (in-house) payments/completes batch process daily.

g. ____  Routes other bad debt payments to Credit Supervisor.

h. ____  Handles petty cash receipts.

i.  ____  Adjusts the daily deposit to handle cash long/short discrepancies in the various cash drawers.

COORDINATES THIRD PARTY PAYOR PAYMENT ACTIVITES
a. ___  Posts third party remittance advice's: BCBS,  Medicare, Medicaid, hospital pro fees, workers’ compensation. 
b. ___ Calculates/posts and ensures that contractual allowances are accurate.

c. ___ Posts other third-party insurance checks and ensures accuracy in applying payments

d. ___ Orders self-pay letters after insurance payments.

e. ___ Coordinates payments between hospital  & home oxygen corporations.

*GOAL: COMPELTES I,II AND IS CURRENT WITH WORKLOAD: BEFORE 17TH OF   

 EACH MONTH, AND AT MONTH END
a. ___ Audits Insurance Checks with account balances that are paid, refer to Biller, Coordinates 

            subsequent and mailing and documents in the file.

POSTS MISCELLANEOUS CASH TRANSACTIONS

a. ___ Writes receipts miscellaneous cash 

b. ___Posts miscellaneous cash through order entry-process weekly, processes the batch,

          and routes to accounting department for deposit.

c. ___Maintains log activity for finance department.

COORDINATES "CLIENT" BILLING FUNCTIONS
a. ___Separates client payments and posts transactions through client menus.

b. ___Audits and corrects all client bill activity. If errors in registration, works with registration.

c. ___ Refunds client account credit balances.

d. ___ Handle calls from Lab clients

COMPLETES DAILY OPS GENIE ROUTINE

a.  ___ Disseminate auto-generated reports to department.

b.  ___ Disseminate batch printouts to departments.

c.  ___ Disseminate rejection batches to appropriate department.

COORDINATES PHYSICIAN OFFICE BILLING ACTIVITIES THOUGH CLIENT ROUTINE
a. ___ Posts monthly charges for rent, other fees, loans, miscellaneous charges by the

           10th of each month.

b. ___ Posts payments as they are received, prepares deposit, routes to accounting department.

c. ___ Prepares and runs statements for offices, and mail by the 15th of each month.

d. ___ Handles questions from physician offices.
e. ___ Refunds physician account credit balances.

WILL POST LATE CHARGES AS FOLLOWS

a. ___ Patient charges later than 5 days from the patients' discharge date are posted upon receipt, and by month end.

b. ___ Daily report is compiled/routed to the manager for review with departments.

c. ___ Will run rejection master list monthly by the 25th and route to departments to make corrections.

PERFORMS OTHER DUTIES AS REQUESTED TO MEET DEPARTMENT GOALS
a. ___ Assists with projects as needed.

b. ___ Coordinate departments’ supply order.

c. ___ Will assist MSR in coordinating valuable envelope policy.

d. ___ Mail, sort, and distribute department mail.

e. ___ Completes other monthly reporting as requested 

f.  ___ Completes other duties as assigned by business office manager of billing supervisor.

**COMPLETING DAILY/MONTHLY BILLS AND STATEMENT PROCESS
 a. ____ Process monthly data mailers around the 17th of each month.

COMPLIES WITH POLICIES AND PROCEDURES OF THE HOSPITAL.

a. 
 Refers to policy manual for specific instructions/guidelines.

b. 
 Follow established policies/procedures.

c. 
 Adheres to the standards of the job description and overall philosophy of Hospital.

d. ____  Maintains patient confidentiality as outlined in the HIPAA policies.

MAINTAINS A RESPONSIBLE ATTITUDE TOWARD THE HEALTH SERVICES AND THE DEPARTMENT.

a. 
 Courteous and helpful to patients/residents, coworkers, visitors, and physicians.

b. 
 Creates and maintains an atmosphere of warmth, personal interest, and positive attitude 

 as well as a calm environment throughout the department.

The above is intended to describe the general requirements for the performance of this job. It is not intended to be construed as an exhaustive statement of duties, responsibilities, or requirements.

Signature 



     



 
Date 




Cashiering/Accounts Receivable 

The following is an attempt to list the duties and responsibilities of the cashiering/accounts receivable personnel for the business office at Hospital XYZ.

Private Pay

1. Process 35% of batches (1.75 batches/day)

2. Audit other 65% done by PBX (3.25 batches/day)

3. Coordinate vacation/temporary assistance

Commercial Insurance

1. Process 100% of batches (2.5 batches/day)

2. Key off EOB

· Eliminate receipt writing

· Increased batch processing

3. Batches balance 100% of time

4. Pull and route HPP, HPHO, Bad Debt, $0.00 Balance, Phys/Client Checks

5. Complete 90% of $0.00 Balance Refund process

· Route check to biller

· After instruction, route to Finance for endorsement

· Send patient REF SP letter, copy of account detail with check

· Note on account

6. Letters

· Evaluate account/explanation of benefits (EOB) for 5% letter determination

· Queue, print and route 5% letter

7. Split checks with HPP, HPHO, miscellaneous cash, etc. as required

Work Comp

1. Be aware of changing rates

2. Calculate WC discount and miscellaneous adjustment

Medicare

1. Process bulk payment

2. Weekly (Friday’s mail) remittance

3. Interest and pass-thru to miscellaneous cash

Medicare Part B

1. Process bulk payments

2. Set up Part B on 25-30% of patient accounts

Medicaid

1. Process bulk payments

2. Every two weeks

3. *Exclusive Process Knowledge (spreadsheet)

Medicaid Part-B

1. Process bulk payments

2. Every two weeks

3. *Exclusive Process Knowledge

Bad Debt

1. Process bulk payments

2. Write receipts for accounts too old

3. Split checks with miscellaneous cash
Blue Cross (with adjustments)

1. Process bulk payments

2. *Exclusive process knowledge

3. Weekly (Tuesday’s mail) remittance

4. Evaluate accounts

5. Determine 5% letter, note on account

6. Print letters

7. Route letters to PBX

Blue Cross (no adjustments)

1. Process bulk payments

2. Weekly (Wednesday’s mail) remittance

3. Evaluate accounts

4. Determine 5% letter, note on account

5. Print letters

6. Route letters to PBX

Blue Cross Other (HMO, Choice, etc)

1. Process bulk payments

Miscellaneous Cash

1. Receive receipts from PT, cafeteria, MM, nutrition counseling, bad debt

2. Run tapes on receipts, cash

3. Route cash to finance for deposit

Order Entry

1. Receipts for HPP, cafeteria, perk, miscellaneous cash
2. Post according to date

3. File and store receipts

4. Maintain log of activity for finance

Physician/Client Billing

1. Employee and Community Health Fair (6:00 a.m. and Saturday)

2. *Total ownership and exclusive process knowledge 

3. Input charges for rent, housekeeping, autoclaving, bio-med, nutrition counseling, cafeteria/perk, pagers, storage (no information), pharmacy, engineering, other (from AP)

4. Batch payment posting through general journal

5. Responsible for phone calls, faxes, preparing spreadsheets, reprinting bills, follow-up

6. United Way mammogram vouchers

Charges

1. MM, nutrition counseling, physician therapy, radiation therapy, speech, surgery, lab, radiology, and, emergency department
2. Rejections, follow-up with departments

3. Late charges

4. Corrections

5. Transfers

6. Reverse & flag/rebatch

Batching

1. Training in charges, adjustments, receipts, transfers, reversing

2. Contact users/departments with open/unposted batches

Statements

1. *Exclusive process knowledge

2. Minimum small balance write-off routine

3. Auto offsetting balance routine

4. Successfully outsourced printing to standard register

5. Contact for form salesman and company

Cashiering/reception

1. Self-pay payments

2. Credit cards

· By mail and phone

· Send receipt and “thank you” letter for all phone and mail payments

3. Discounts: 5% prompt pay, 20% employees

4. Provide change for everyone, 2+ times/day

· PBX, cafeteria, perk, gift shop, patients, physician offices, employees

5. Process bulk payments through cash drawer (no pre-tape done)

· Voucher, Nutrition Counseling, Group MAMMO screenings, Credit Dept. mail, etc

6. Provide reception support for Manager, Credit Supervisor, PSRs, others

7. Set up payment plans in Credit Dept absence

8. Distribute and collect Charity Care Applications

9. Explain Credit Policy to Customers

10. Answer self-pay and insurance billing questions OR refer to appropriate biller

11. Phone overflow for Manager, Credit Supervisor, PSRs

12. Print detail charges, insurance claims for patients

13. Provide direction when information desk is vacant

14. Organize, process and distribute incoming and interoffice mail

15. Account for Cash Short/Long 

16. Opens Self-Pay letters for PBX processing

17. Technical assistance on FAX Machine, copier, printers

18. Petty Cash

19. Morning Run

· Deliver Detail Bills and ALL letters to PBX

· Deliver Deposit, change order to Finance

· Distribute Daily Reports

20. Order supplies for area

Other

1. Operate OPS.GENIE system minimally, contact with Shams

· Able to manually perform day-end closing

2. Oversee daily closing of B/AR, determine action

3. Medicare Bad Debt

· JP* Exclusive process knowledge

4. Core Group

· Meetings, direction, ideas, input, philosophy, development

· Correct claim rejections for billers, EMC Coord.

· Inactive accounts report, contact Admissions Supervisor

· Department invoice processing for accounts payable

PROBATIONARY PERIOD

I _________________________, acknowledge that I have been informed that the initial four 

      (Print Name)

months of my employment are in a probationary status.  This four-month period can be extended if deemed necessary by management.  During this probationary period, the management of Health Services reserves the right to terminate my employment for any reason.

______________________________


 _________________________

         Employee Signature




         Date

