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	Position Title: Charge Capture Coordinator

	FLSA: Exempt
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Position Summary 

Focused on assisting the hospital with complete and accurate capture of charges for the services rendered.  Leverages charge capture software analytics to review and analyze claims identified as potentially missing charges, coordinates with clinical departments to review and correct claims, educates key stakeholders throughout the charge capture process based on areas of opportunity, coordinates with key stakeholders to improve processes, and leverages charge capture software analytics to continuously research and monitor for charge capture opportunities.  

Minimum Qualifications 

Education, Experience and Professional licensure

1. Bachelor’s degree in Accounting, Finance, Business or Health Care.

2. Strong working knowledge in at least two of the following three areas: healthcare billing, charging, and/or outpatient coding.

3. 2 or more years experience within provider based (hospital, preferred) billing, charging, and/or outpatient coding or 2 or more years clinical/nursing experience with exposure to charging and/or coding.

4. Prior experience with chargemaster preferred.
5. Prior data analysis and project management experience preferred. 
Knowledge, Skills and Abilities

Must have a high level of understanding of project management and must be able to perform the essential functions of the job, such as: manage several complex responsibilities at the same time, communicate effectively with other departments, work professionally within a team as well as independently.  Must have: strong oral and written communication skills, strong organizational skills, basic analytical skills, and proficiency in common software tools (i.e. Microsoft Office products including Microsoft Access).  
Key Responsibility Areas

1. Conducts a review of accounts identified as potentially missing charges and coordinates with clinical departments and other key stakeholders to correct accounts and update charges, as appropriate

2. Analyzes data to identify likely charge capture relationships, summarizes data and prepares summary materials for discussion with clinical and finance teams.
3. Coordinates with key stakeholders to update processes and tools, as needed, based on common findings resulting from accounts identified with opportunity.
4. Recommends solutions to issues relating to technology incompatibilities, processes, deadlines, and budget constraints, escalating as necessary.

5. Participates in and fosters a performance improvement approach that includes PFS and other Revenue Cycle departments.

Organizational Responsibility

Reports to Manager or Assistant Director

Job Functions

1. Shares in the Example Hospital vision, demonstrates its values, supports its philosophy and is sensitive to its mission.  Demonstrates knowledge of and follows Departmental, Medical Center, Hospital and Hospital Network policies and procedures as outlined in the Employee Handbook and Administrative Policies and Procedures Manual.

2. Performs daily review of accounts identified as potentially missing charges and conducts additional research to help resolve the areas of opportunity

3. Coordinates with departments (clinical departments, HIM, PFS, CDM/Finance, etc.) to review and correct claims
4. Performs analysis of patient clinical and billing data to identify likely charge capture relationships, summarizes data and prepares summary materials for discussion with clinical and finance teams.
5. Takes ownership and initiative to build upon charge capture processes and areas of opportunity

6. Summarizes and communicates the results of the charge capture initiative.

7. Fosters teamwork and utilizes strong team building measures.

8. Develops and maintains project plans and project tracking, including documentation of project meetings and project issues lists.

9. Maintains current knowledge of applicable regulatory standards, which may impact utilization of processes and systems.

10. Ability to navigate and utilize existing systems, such as hospital EMR and financial/billing systems.

11. Maintains strict confidentiality of all patient, employee and physician information according to HIPAA guidelines.

12. Seeks out opportunities for individual growth and development, including attending various meetings, conferences, courses, seeking certifications (i.e. CPC), as required.
13. Uses tact and sensitivity when communicating with patients, visitors, co-workers, and other Health System personnel.

14. Serves on department and/or institutional committees as requested.

15. Performs all other job functions related to this job.

Contact Information:  Please email resumes to mleasure@kumc.edu 
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