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Classification Specification
	

	
	2101100

	
	BILLING ANALYST


Class Summary

The responsibilities of this classification include analysis of individual charges and revenues requiring a working knowledge of local, state, and federal billing requirements, billing/business system applications and business practices. The incumbent assists management with trend analyses and resolutions, financial report development and monitoring and also provides recommendations for process improvement. 

Distinguishing Characteristics

This is a single level classification.  The incumbent routinely reviews bills for revenue concerns, while moderately complex work is performed under closer supervision. Requirements call for analytical and technical proficiency to review and resolve medical/other bills and revenue issues. The incumbent is guided by published governmental specifications, program guidelines, contractual agreements, and established billing processes and procedures.  
This classification differs from the Business and Finance Officer series in that the Billing Analyst functions are concentrated on analyses of bills, while the Business and Finance Officer series is geared towards analyzing budget requests, programs and legislations, and special studies.  It is distinguished from the Fiscal Specialist series in that the Fiscal Specialist series is centered on coding and entry of financial, accounting and/or fiscal information, while Billing Analyst is concentrated on reviewing bills to ensure optimal reimbursement practices and that charges meet proper contractual and regulatory guidelines.
Examples of Duties (May vary by position)

1. Review outstanding receivables, report findings and make recommendations for improvement to maximize revenue collections.

2. Develop report specifications, gather data and prepare reports.

3. Identify and analyze claims and/or revenues trends; research and document findings for corrective action.

4. Gather, analyze and monitor claims for new programs and/or services, producing recommendations as needed.

5. Assist in the development of new processes, procedures and implementation methods for the business unit; work with program managers on billing/system-related issues.
6. Assist with the analyses, research and monitoring of third-party payer regulations, including quality control issues; ensure proper processing of bills in compliance with existing regulations.

7. Track and resolve issues using existing guidelines and procedures; resolve issues with internal and external customers on billing processes and procedures for assigned programs.
8. Prepare and update procedures as needed.
9. Perform other duties as assigned.
Knowledge/Skills (May vary by position)
Knowledge of appropriate line-of-business system(s) and regulations
Knowledge of business systems applications, including practice management systems

Knowledge of payer billing guidelines, including applicable pertinent regulatory guidelines impacting bills and ancillary systems 
Knowledge of the principles, theories and practices of governmental billing and approval procedures
Knowledge of relevant computer applications and their applicability in meeting work responsibilities and demands

Skill in finding and analyzing billing issues and system flaws
Skill in analyzing business practices and exercising good judgment

Skill in communicating effectively, both verbally and in writing with both internal and external customers
Skill in working independently and using judgment in referring issues to higher authority
Skill in multi-tasking in handling billing, systems and regulatory issues 
Skill in organizing and prioritizing tasks 

Licensing, Certification and Other Requirements

Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.
	FLSA Designation
	Non-Exempt

	Levels within same series
	None

	Class History
	Created 8/2007  
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