
NYU Child Study Center

Department of Child and Adolescent Psychiatry

Job Description
Billing Assistant
Position Overview:

Reporting directly to the Billing Manager, Billing Assistant will provide generalized assistance to the staff working with patient bills and payments, and with patients about their insurance and other financial inquiries as needed.  Billing Assistant will help ensure that the Child Study Center has efficient and accurate practices concerning patient accounts and a strong customer service approach to dealing with patients and their families.  The hours for this position are from 8:00am to 4:00pm, Monday through Friday.
Responsibilities include, but are not limited to:

· Managing incoming insurance-related mail and patient payments

· Printing, verifying, and mailing monthly statements

· Printing and distributing daily, weekly, and monthly reports to clinicians

· Drafting and sending balance letters to patients
· Scanning forms into computerized data base
· Conducting referral sweeps

· Running deposits twice per week

· Distributing clinicians’ superbills

· Printing and mailing patient invoices and receipts

· Following up on declined credit cards

· Billing schools and 3rd party organizations

· Administering monthly payment plans

· Working to enter, render, and charge omitted sessions from clinician reports

· Inputting patient data into electronic health record
· Preparing and following up on inter-department clinical services submissions
· Other duties assigned, as necessary

Requirements and expectations:

Good organizational skills, ability to multi-task, a positive attitude and interest in working in healthcare.  High school diploma required, associate’s or bachelor’s degree preferred, medical billing certification preferred.  Sensitivity to confidentiality and adherence to HIPAA is required.

Application Instructions:

Please email your current resume or CV to careers@aboutourkids.org and specify the position for which you are applying.
New York University Langone Medical Center is an equal employment/affirmative action employer and does not discriminate on the basis of race, color, religion, gender, sexual orientation, marital/or parental status, age, national origin, citizenship, disability, veterans status, or any other classification protected by applicable Federal, State, or Municipal Law.
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