
Our growing company is searching for experienced candidates for the position of
provider enrollment specialist. Please review the list of responsibilities and
qualifications. While this is our ideal list, we will consider candidates that do not
necessarily have all of the qualifications, but have sufficient experience and talent.

Responsibilities for provider enrollment specialist

Processes and reviews provider enrollment applications and Medicaid /
Medicare enrollment applications that require signature by corporate officers
or managers for the O&P department and POPS
Researches practitioner enrollment processes, when needed, for enrollment
to ensure applications are filled out accurately
Works closely with O&P Contracting Manager and the external provider
enrollment departments (insurance based) to discern specific
application/enrollment requirements including pre-requisites, forms required,
form completion requirements, timelines, supporting documentation, and
regulations
Develop working knowledge of payer policies for multiple states
Establishes and maintains detailed provider relations application process
(including sample applications), specific state requirements, with name,
address, and phone number of the contact people at each intermediary for
assigned areas
Prepares reports and interacts with the A/R group and other components of
the billing service to facilitate problem solving and communication
Obtains updated provider information from various sources including
provider offices, state licensing boards, malpractice insurance companies,
residency training programs, Identifies and resolves problems with primary
source verification elements by interpreting, analyzing and researching data

Example of Provider Enrollment Specialist Job
Description
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care companies) in addressing a variety of issues relative to the status of
those clinical providers as credentialed and enrolled with the plans and
payors
Gather, analyze and format data, information and documentation required by
health care plans and payors to credential and enroll clinicians at Stony Brook
Medicine as participating providers in their respective plan and payor
products
Establish and maintain clinical provider files, collect and organize necessary
data, information and documents regarding licensure, professional status and
associations, regulatory and legal activities, clinical activities, and related
subject matter, and format and maintain such data and information in an
electronic database

Qualifications for provider enrollment specialist

Certified Provider Credentialing Specialist (CPCS) candidates strongly
preferred
Knowledge of CAQH, PECO, Champs, and Vistar strongly preferred
Working knowledge of various Payor categories (PPO, DHMO, Indemnity, )
preferred
Is able to work well with others and independently
Processing provider applications to all health plans
Carrying out Primary Source Verification


