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SAMPLE billing specialist DESCRIPTION
THRIVING AUDIOLOGY PRACTICE SEEKS BILLING SPECIALIST
A thriving, patient-centered audiology practice is seeking a detail-oriented, dependable Billing Specialist to join our team. We are a mission-driven practice committed to helping others live their best life — including our patients, teammates, and community.
This role is ideal for a billing professional who values accuracy, accountability, and ethical billing practices, and who understands the importance of clear communication and teamwork in supporting both patients and providers.
We believe strong financial and billing systems are essential to providing excellent patient care and maintaining a healthy, sustainable practice.
To learn more about our practice, please visit: [Insert Practice Website]

POSITION OVERVIEW
The Billing Specialist is responsible for managing billing and reimbursement processes, ensuring accurate claims submission, timely follow-up, and compliance with payer requirements. This role works closely with administrative and clinical team members to support efficient revenue cycle operations and a positive patient experience.

KEY RESPONSIBILITIES
· Submit accurate and timely insurance claims to government and commercial payers
· Verify patient insurance eligibility and benefits as needed
· Review, correct, and resubmit denied or rejected claims
· Post insurance payments, adjustments, and patient payments accurately
· Monitor accounts receivable and follow up on outstanding balances
· Communicate with insurance companies to resolve billing issues and discrepancies
· Assist patients with billing questions and insurance explanations in a clear, professional manner
· Maintain accurate billing documentation within the practice management and EMR systems
· Ensure compliance with HIPAA, payer guidelines, and applicable regulations
· Identify billing trends or issues and communicate findings to practice leadership
· Collaborate with front-office staff and audiologists to ensure accurate coding and documentation
· Stay current on billing regulations, payer policies, and reimbursement updates
· Participate in billing-related training and professional development

QUALIFICATIONS
· Previous experience in medical billing required; audiology or ENT experience preferred
· Knowledge of CPT, ICD-10, and insurance billing processes
· Strong attention to detail and organizational skills
· Proficiency with billing software and electronic medical record systems
· Ability to manage multiple priorities and meet deadlines
· Strong communication and problem-solving skills
· Ability to work independently and maintain confidentiality
· Ability to pass a background check
· Professional references required

IDEAL CANDIDATE WILL DEMONSTRATE
· High level of accuracy and accountability
· Strong ethical standards and integrity
· Effective communication with patients, payers, and internal teams
· Persistence and follow-through with claims and appeals
· Ability to identify issues and propose practical solutions
· Willingness to learn and adapt to evolving billing requirements
· Collaborative, team-oriented mindset
· Patient-focused approach to billing communication

POSITION DETAILS
Job Type: Full-Time
Pay Range: $[Insert Range]
Expected Hours: 40 per week

Benefits:
· 401(k) with employer matching
· Health, vision, and life insurance
· Health Savings Account (HSA) and Flexible Spending Account (FSA)
· Paid time off
· Employee discounts
· Retirement plan
· Mission trip participation after one year of employment
· Scrubs allowance following initial 90 days

Schedule:
· Day shift
· Monday–Friday
· [Insert Shift Details]
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