Example of Insurance Verification Specialist Job
Description
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Our company is growing rapidly and is hiring for an insurance verification
specialist. We appreciate you taking the time to review the list of qualifications
and to apply for the position. If you don't fill all of the qualifications, you may still
be considered depending on your level of experience.

Responsibilities for insurance verification specialist

o l|dentifies any restrictions and details on how to expedite patient access

e Could include documenting and initiating prior authorization process, claims
appeals

e Completes quality review of work as part of finalizing product

e Reports any reimbursement trends/delays to supervisor

» Work requires focus, flexibility, and the ability to adapt to changing work
situations

» This position requires that the Associate be seated most of the day

e Ensures all necessary demographic, clinical, billing and insurance information
is entered in patients record, follows up with patient and updates information
as needed

e Serves as an insurance and coverage resource as needed, by working with the
clinics to provide a smooth check in process for the patient

e Scans assignment of benefits, verification of benefits information and financial
liability and forwards completed information back to the appropriate office

* Precertification Specialist must update patient accounts with registration,
insurance, demographic, scheduling, and billing data

Qualifications for insurance verification specialist

e Knowledge of required documentation which can include



requirements

Ability to demonstrate an attention to detail with an understanding of key
derivative valuation issues

Handle multiple tasks and organize multiple files simultaneously

Work with Insurance Verifier to assure that follow ups completed timely and
offer assistance as needed

Think in an anticipatory way - be one step ahead of the process



