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JOB TITLE:  BILLING SPECIALIST 

Under the direction of the Manger of Billing & Data Statistics, the Billing Specialist is responsible to oversee 

client financial record keeping, collections, and third-party billing as well as data and statistical collections for 

medi-medi, medi-cal, private insurance, and related service programs.  

 

REPORTING RELATIONSHIPS: This position reports to the Manager of Billing & Data Statistics.  

 

STATUS: Full-time, Non-exempt 

 

DUTIES AND RESPONSIBILITIES: 

1. Responsible for the timely billing, follow-up and processing of EOB's on billed claims. 

2. Daily follow-up of paper and electronic claims, including resolution of any billing errors. 

3. Maintain accurate records of client financial and medical insurance information. 

4. Conduct annual financial evaluations with all clients. 

5. Perform all aspects of Medi-Cal billing using the County Health Care Agency IRIS and MHA databases and 

programs. 

6. Perform all aspects of Medicare billing. 

7. Perform all aspects of private insurance billing. 

8. Ensure compliance to contract requirements pertaining to Medi-Cal and general client billing    matters. 

9. Bill share-of-cost clients on a monthly basis. 

10. Assist with all matters related to Medicare administration. 

11. Meet with the Program Managers weekly in order to resolve billing and data collection issues. 

12. Attend clinic staff meetings. 

13. Perform other related duties as assigned or required. 

 

QUALIFICATIONS: 

1. Three years previous medical billing experience. 

2. Strong organization and time management skills. 

3. Proficient in MicroSoft Excel and Word. Knowledge of insurance billing and accounts collection. 

4. Proven problem solving and communication skills. 

5. Must be a team player and have the ability to work with little or no supervision. 

6. Ability to relate to clients with serious and persistent mental illness. 

7. Ability to manage and train staff. 
8. Must have the ability to lift 25 lbs. 

9. COVID-19 vaccination and booster required.  

 

Physical Demands: 

1. Sit/Stand: Stationary position at least 90% of the time 

2. Move: Occasionally move about the inside of the office to access file cabinets, office machinery, etc.  

3. Operate: Constantly operate a computer and other office productivity machines, such as a calculator, copy 

machine, scanner, fax and computer printer.  

4. Communicate: Constantly communicates with clients and staff who has inquires; must be able to exchange 

accurate information in these situations.  

5. Ability to lift up to 25 pounds.   
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Please note that this job description is not designed to cover or contain a comprehensive listing of activities, 

duties or responsibilities that are required of the employee for this job. Duties, responsibilities and activities 

may change at any time with or without notice.  

 

The Mental Health Association of Orange County is an equal opportunity employer. We encourage all qualified 

individuals to apply for open positions regardless of race, color, religion, sex, sexual orientation, national 

origin, age, disability, or any other legally protected status. 
 


