TITLE:
CMN SPECIALIST

General:
The CMN Specialist is responsible for performing all tasks relative to the completion of the certificate of medical necessity.

Responsible

To:

Billing Director

Qualifications

Physical:

1. In an average 8 hour day the employee lifts/carries up to 15 pounds frequently.

2. In an average 8 hour day the employee stands/walks 1 hours.

3. In an average 8 hour day the employee sits 7 hours.  (These hours include up to 7 hours of data entry/phone work.)

4. In an average 8 hour day the employee drives 0 hour.

5. The employee lifts/carries up to 25 lbs. maximum.

6. Must be clean & neat in personal appearance.

Education:


6. High school diploma or G.E.D. equivalent preferred.

6. Prior work experience in health care billing helpful..

Experience/Knowledge/Personality:

1. Able to function as a polite and cooperative team member with a positive attitude.

2. Good computer skills.

3. Good oral and written communication skills.

4. Must be detail oriented.

5. Able to work independently with minimum supervision.

6. Familiarity with insurance rules and regulations preferred.

7. Able to maintain confidentiality.

On Call:

7. This position is not required to be on call.

Responsibilities

and Duties:

1. Print CMN’s and prescriptions for all locations with information from order entry or clinical services and mail to physician’s office.

2. Log in CMN’s and prescriptions, verifying completeness and accuracy.

3. Follow up work on CMN’s as necessary for appropriate completion of billing process.  This may include visits to providers to obtain completed CMN.

4. Work with branch managers, billing staff to determine appropriate method of claim submission based on completed prescription and CMN information.

5. Become familiar with reimbursement guidelines and stay current by attending meetings and reviewing reference publications/updates.

6. Run reports monthly to assist in obtaining necessary renewals in a timely manner.

7. Review CMN on-hold report monthly.  Investigate and resolve claims that have been pending for more than 60 days.

7. Process Prior Approvals (PA’s) for Medical Assistance, Wheelchairs where Medicare is primary, and others as indicated.

7. Assist in developing and maintaining policies and procedures relating to the CMN job functions.

7. Attend in-store meetings.

7. Perform other duties as deemed appropriate by management.
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