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BUSINESS SERVICES REPRESENTATIVE 
Summary Position Description:  The Business Service Representative assists internal and external customers with all clerical tasks within the office. Individual must project a positive, professional demeanor and maintain a high level of customer service at all times. 

Job Responsibilities:  Greet, check-in and gather all necessary billing information from patients and enter it accurately into our automated system. Assist in ordering supplies and completing forms within the department. Confirm daily appointments, link and confirm referrals as necessary and schedule appointments accurately in accordance with department booking guidelines. Verify insurance eligibility when able and collect proper payments due at time of visit. Accurately cash-out and balance monies at the end of day.  Answer and appropriately route calls within the office. Cover alternate work schedules as needed. 
Education & Relevant Experience:  High School Diploma or equivalent. One to two years of experience within a medical office preferred. Requires excellent communication and organizational skills along with proficiency in a Windows based computer environment. Knowledge of Epic system is a plus.  Position may include travel to different offices. 

All individuals who possess relevant qualifications for a posting are encouraged to apply. Females, minorities, disabled individuals and veterans are particularly encouraged to utilize the placement system.

 

To submit a resume for this position follow the link below:

https://home.eease.com/recruit/?id=34875
We are an equal opportunity employer.

