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	Job Profile Title (internal):  Payer Analyst, Pharmacy & Infusion
	Job Family: 
	Sub Family: 

	Job Posting Title (external): Reimbursement Coordinator, Home Infusion
	Career Stream: Professional
	Level: 

	Reports to:  Sr. Director Operations, Pharmacy & Infusion
	Location: Remote

	Job purpose:  Payor Analyst is responsible for financial results of the insurance companies for Brightree home infusion/pharmacy customers.  In addition, this role is, responsible for identifying and following policies, procedures and systems for quality assurance as directed by Medicare, Medicaid and Private insurance.  Assist in creating and revising our standard operating procedures and educate our partners, vendors, and internal teams on those procedures.  Responsible for quality assurance of work performed by internal team members.

	Key accountabilities and decision ownership: 
· Understanding all general rules, guidelines, and methods for billing and/or collection activity to get paid from the insurance companies for which they are assigned.
· Responsible for the financial results, for their assigned payers, for Brightree customers by ensuring accuracy:
· Reducing Credit Adjustments and write-offs by booking accurate net revenue
· Ensure that the billing methodology for each payer is documented and set-up properly in the Brightree system to realize maximum reimbursement 
· Propose changes and updates to the configuration of the customer’s Brightree system including but not limited to 

· Price tables 
· Pharmacy Contracts

· Insurance Settings 
· Additional Services 

· Identifying areas of opportunities to better streamline processes

· System Enhancements to the Brightree System 

· Process improvements to increase efficiency 
· Prepares and submits reports to team Lead as needed including but not limited to:
· Quality Assurance Reporting 

· Denial Analyst Reporting

· Service Level Agreement Reporting 
· Ensures adherence to objectives, operating policies and procedures, and strategic action plans for achieving goals

· Maintains patient confidentiality and function within the guidelines of HIPAA

· Other tasks and responsibilities as assigned.
	Skills, experience, technical/professional qualifications:

Must have: 
· High school diploma required; equivalent combination of education and experience will be considered
· Minimum of 2 years of home infusion billing or home infusion accounts receivable (collection) experience required
· Minimum of 2 years of experience working in & maintaining HIPAA standards
· Highly skilled in using computers & Microsoft products (Excel and Word) is required
· Highly motivated in billing, claims, denials and document management to work with our internal and external customers on the phone or via software applications
· Math aptitude
· Strong problem-solving skills focused on resolving complex home infusion claims
· An effective communicator with strong oral, written and persuasive skills and capability to deal with people at all levels in the organization and the public in a professional manner 

· Exceptional organizational skills with a high level of attention to detail and the ability to multitask 

· Self-starter, results driven, highly motivated, high energy

· Proven track record of working towards and exceeding metrics strongly preferred
Preferred: (Typically 2-3)
· A 2-year degree or additional college coursework
· 5 years of experience in a healthcare reimbursement role

	· 
	Direct reports: None


	Key Stakeholders: 
Brightree Support
Brightree Customers
	Matrix Reports:


	
	



Prepared by: Jeanne Lugli


Date: November 20, 2020





This Job Description is not definitive and outlines key accountabilities – employees are expected to be flexible regarding their accountabilities and willl from time to time be asked to carry out other duties to ensure achievement of company goals. 











