TITLE:
Information Systems Coordinator

Billing Department Director

General:
This position will maintain the information systems, which includes both software and hardware applications, will be skilled in problem solving, and provide training to users.  This position will identify and coordinate special projects that relate to the business functions, to assure that the company is maximizing it’s resources in accordance with it’s mission and philosophy.  This position will direct the activities and functions of the Billing Department.

Responsible

To:

Executive Director

Qualifications

Physical:

1.  In an average 8-hour day the employee lifts or carries up to 25 pounds                   frequently.

2.  In an average 8-hour day the employee stands or walks 1 hour.

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

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

5.  The employee lifts or carries up to 50 pounds maximum.

6.  Must be clean and neat in personal appearance.

Education
1.  Associate degree in computer applications or business preferred

2.  Past experience in the DME field or as a network administrator beneficial.

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

2.  Excellent oral and written communication skills.

3.  Proven track record in computer applications.

4.  Able to work independently, multi task, and motivate others.

5.  Familiarity with insurance and third party reimbursement preferred.

On Call:
1.  This position is to be on call as deemed necessary for I.S. support.

Responsibilities

and Duties:

1.  
Responsible to maintain the computer equipment in good working order by troubleshooting or arrange to out source repairs and replacements.  Will coordinate efforts to network existing computers and serve as network administrator for the company.

2.
Responsible to maintain the information systems utilized, coordinate recommendations with IS team, install updates, and educate users of changes.

3.
Responsible to develop and maintain written training manuals for use of information systems and company procedures.  Will train new staff and provide ongoing education to other users to assure conformity of practices and procedures.  Will assist management and other users in obtaining appropriate reports from the information systems.

4.
Responsible to research computer hardware and software applications, make recommendations to match company needs and oversee installation of new computers and programs.

5.
Responsible to assist in maintaining and upgrading the telecommunication resources.  This includes both equipment (i.e. telephone system, cell phones, pagers) and service providers.

6.
Responsible to assist in budgeting and planning for information system needs.

7.
Responsible for maintaining charge master file, and “Special Price Files” to assure correct billing reimbursement according to contracts.

8.
Responsible for keeping abreast of issues relating to accurate coding and related policies for billing, updating policy and procedure, and providing education to staff regarding such changes.

9.
Responsible to help identify and coordinate special projects that need to be undertaken to maximize the resources and assure its profitability.

10.
Responsible for hiring, conducting performance reviews, and supervision of billing department staff.

11.
Responsible to analyze and interpret reports generated through billing department for optimal company performance.

12.
Responsible for attendance at in-services and meetings.

13.
Perform other duties as deemed appropriate by management.
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