
 
SUMMARY: Under the supervision of the Billing and Collections Manager, the Senior 
Patient Accounts Representative is responsible for assisting with training and 
coordinating insurance matters on patient accounts by representing the corporation in 
dealing directly with the hospital, the patients, clinical offices, and/or third parties.  
 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following.  Other duties 
may be assigned. 
 

1. Reviews basic claim process information to maintain oversight of process as 
relating to filing insurance claims for a specific payer category. 

2. Trains, coordinates, and assigns duties which are necessary to efficiently 
process paperwork as it relates to a specific payer category. 

3. Assists with training of other medical office personnel in order to improve 
accuracy in the medical office as it relates to a specific payer category. 

4. Assists billing and collections supervisor with evaluations of patient accounts 
representatives in their assigned payer category. 

5. Review paper insurance claim forms to ensure accuracy of information and 
appropriate attachments prior to submission to insurance carriers. 

6. Communicates with insurance company, either verbal or written, concerning 
patient’s account. 

7. Communicates with patient to resolve insurance questions, problems, or 
payment. 

8. Review Explanation of Benefits (E.O.B’s) to ensure appropriate reimbursement. 
9. Reconciles disputed and delinquent accounts and make necessary corrections 

and adjustments. 
10. Follow-up on open insurance claims. 
11. Responsible for keeping up-to-date on changes within the payer category 

assigned by attending meetings, workshops, and by reading appropriate 
literature/newsletters. 

12. Maintains reports that pertain to patient accounts. 
13. Maintains files containing insurance or other information on patient accounts. 

Working patient accounts through above duties determines whether claims have been 
paid or denied appropriately before forwarding to collector 
 
 
EDUCATION AND/OR EXPERIENCE:  High school diploma or general education 
degree (GED) required with successful completion of a ICD-10 and CPT coding course 
recommended and three years experience and/or training in a medical office with an 
insurance background. 
 
OTHER SKILLS AND ABILITIES: Knowledge of ICD-10 and CPT coding.  Ability to 
establish and maintain an effective working relationship with faculty members, students, 
residents, staff, patients and other third parties. Ability to operate computer, keyboard 
and printer.  Ability to concentrate on the situation at hand and listen effectively.  Ability 
to organize tasks, work as a team member and/or independently.    Convey a 
professional and positive image and attitude. 
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