Downloaded from https://www.velvetjobs.com/job-descriptions/professional-medical
[bookmark: example-of-professional-medical-job-description]Example of Professional Medical Job Description
Our company is looking for a professional medical. Thank you in advance for taking a look at the list of responsibilities and qualifications. We look forward to reviewing your resume.
[bookmark: responsibilities-for-professional-medical]Responsibilities for professional medical
· Responsible for medical representative calls directly from/to prospective and/or existing customers
· Maintains up-to-date clinic forms
· Remains calm in crisis/emergency situations
· Responsible for entering written documentation related to patient care documents (scanning ROI responses, consult reports, etc)
· Assists patients and providers with requests for patient information including completion of ROI form, faxing and tracking of receipt of requested documents
· Assists with customer service initiatives within clinic to include distribution of survey and assistance with analysis of those surveys
· Complies with all applicable patient privacy requirements and maintains patient confidentiality at all times
· Capable to access & review spread sheets (census), superbills and billing software to accurately bill insurance claims
· Balance all billed charges at the end of each day
· Prepare and generate clean claims to submit via clearinghouse and/or postal mail by monitoring and/or data entry of correct information needed on a claim
[bookmark: qualifications-for-professional-medical]Qualifications for professional medical
· Demonstrated skills in didactic presentation
· Strong interpersonal skills and ability with conflict resolution
· Knowledge of long term care and skilled nursing
· 2+ years experience in insurance collections
· Familiarity with health insurance industry and contracts
· Experience with Medicare Parts A and B billing and collections
