REIMBURSEMENT SPECIALIST

(Level 3 Employee)
EMPLOYEE NAME:___________________________________________________

FUCTION:

Maintain accounts receivable through prompt and knowledgeable insurance claims processing and collection activities.  Someone possessing a complete understanding of HME reimbursement should fill this position.  This person is ultimately responsible for debt collection and insurance claims filing for all patients.

REPORTS TO:
Area Manager (insert name)__________________________________

Direct Patient Care as Part of Position:
Rarely, occupational exposure rating Low

PHYSICAL QUALIFICATIONS:

1. In an average 8 hour day the employee could lift/carry up to 15 pounds.

2. In an average 8 hour day the employee stands/walks 1 hours.

3. In an average 8 hour day the employee sits 7 hours.  (These hours include up to 7 hours of data entry/phone work.)

4. In an average 8 hour day the employee drives 0 hours.

5. The employee lifts/carries up to 50 lbs. maximum.

6. Must be clean & neat in personal appearance.

EDUCATION AND EXPERIENCE:
1. Read, write, and speak the English language.

2. Possess a high-level of computer skills in Brightree or applicable billing software.

3. Competency in ICD-9 coding system

4. Competency in Medicare & Medicaid modifier usage.

5. CMN & physician order qualification review skills

6. Efficient use of sophisticated office equipment such as computer networks.

7. Medical records terminology skills.

8. Maintain a working knowledge of medical equipment and supplies as related to a particular diagnosis.

9. Possesses a minimum of two years medical office and medical insurance claims filing experience.

ON CALL:
This position is not required to be on call.

JOB RESPONSIBILITIES AND DUTIES:
1. Assist with sales transactions when necessary.

2. Secure and prepare all necessary data required on insurance claims.

3. Prepare all insurance claims.

4. Either by paper claim or electronic media, file claims with the patients insurance company.

5. Enter new and existing patient information into the computer software for billing.

6. Examine delivery tickets for accuracy of HCPCS codes.

7. Post payments and insurance controversions to patient accounts as necessary

8. Attain necessary certificates of medical necessity and physician orders as needed.

9. Collect supporting documentation for claims from appropriate sources.

10. Oversee collection activities for all customer accounts.

11. Coding, documentation completion, organization, and filing of patient medical records charts

12. Generation of computerized reports to management.

13. Provide a list of customary charges from the main computer to each branch manager.

14. File claims appeals and resubmission of denied claims with additional supporting documentation.

15. Bill unpaid or non-covered insurance portions to patients or responsible parties as allowed under law.

16. Delegation of the above listed tasks to customer service representatives, billing clerks and office assistants as approved by the supervisor.

17. On-going training of subordinates with regard to changing insurance reimbursement policies.

18. Additional Specific Duties Assigned this Employee include:

Employee Name:_______________________Signature:_____________________Date:__________

Supervisor Name:______________________Signature:_____________________Date:___________

MARKETING AND REFERRAL LIASON

(Level 3 Employee)
EMPLOYEE NAME:_________________________________________________________

FUNCTION:  Increase referrals through direct contact with physician’s offices, hospitals, nursing facilities, home health agencies, rehabilitation agencies and any other potential sources that may need to attain medical equipment for their patients.  Maintain a record of each visit with a referral source (potential referral source) for future reference and follow up.

REPORTS TO:
Area Manager  (Insert Name)___________________________

Direct Patient Care as Part of Position:
Never, occupational exposure rating Low

PHYSICAL QUALIFICATIONS:

1. In an average 8 hour day the employee lifts/carries up to 65 pounds frequently.

2. In an average 8 hour day the employee stands/walks 2 hours.

3. In an average 8 hour day the employee sits 6 hours.  (These hours include up to 6 hours of data entry/phone work.)

4. In an average 8 hour day the employee drives 0 hour.

5. The employee lifts/carries up to 85 lbs. maximum.

6. Must be clean & neat in personal appearance.

EXPERIENCE AND EDUCATION:
1. Utilize appropriately dress while visiting referral sources (ie: suit, tie, dress 

slacks, dress shoes, dress shirt)

2. Have a valid drivers license accepted by the State of Texas 

3. Present a literacy level acceptable to the supervisor, read write and speak English.

4. Possess above average communication skills.

5. Must have a moderate knowledge of most insurance, Medicare, and Medicaid billing practices and be able to articulate these practices in order to answer customer/referral source questions.

6. Must possess a basic understanding of disease processes and their relative effects with regard to patients equipment needs.

7. Posses’ knowledge on vendors and types of equipment available from those vendors and their functions.

8. Hold a Bachelors degree in Marketing, Nursing, Physical or Respiratory Therapy, or have two years experience in outside sales and 3 months direct work experience in HME, or one-year customer service experience with a HME (or HME related) company.

ON CALL:

1. Periodically available for non-office hours such as health fairs or physician mixers.

2. Willing to be trained in pertinent areas of equipment and supplies.

JOB RESPONSIBILITIES AND DUTIES:

1. Perform at least six site visits (marketing or sales calls) per day or more as necessary.

2. Develop and maintain & distribute a supply of literature, flyers, brochures and other marketing materials

3. Request additional supplies from the store manager as needed.

4. Give a written report (call report) to the manager each once weekly detailing the marketing activities for the previous week.

5. Provide in-services on merchandise, supplies and equipment to referral sources when requested.

6. Develop and maintain a database of referral sources and contacts.

7. In-service referral sources on insurance coverage criterion as necessary.

8. Attempt to locate unusual items for referral sources.

9. Execute mailings to customers and referral sources.

10. Answer customer and referral source questions about equipment and supplies.

11. Give pricing bids for equipment and supplies to referral sources as requested.

12. Identify and contact new potential referral sources.

13. Utilize appropriate marketing materials and techniques during sales calls.

14. Attend HME marketing seminars and trade shows when requested to do so by the supervisor. 

15. Assist the business office in attaining appropriate certificates of medical necessity and prescriptions for billing purposes

16. Serve as a customer service liaison between customers and referral sources.

17. Develop and maintain marketing catalogs with current pricing and products lines.

18. Thank referral sources for recent referrals through the use of cards, food, Professional Medical marketing paraphernalia.  (ie: pens, cups, clips, etc.)

19. Make follow-up calls to site visits when necessary.

20. Ensure that all referral sources are visited at least once every 6 weeks.

21. Attend civic functions related to public relations or community health galas etc. such as health fairs. 

22. Complete and maintain a Referral Source Log for each referral source, and update the log each time the employee visits the referral.

23. Ensure that all referral sources and potential referral sources in your territory are seen (list territory)____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

24. Additional Specific Duties as Assigned

Employee Name:_______________________Signature:_____________________Date:__________

Supervisor Name:______________________Signature:_____________________Date:___________

CLINICAL SERVICES SUPPORT STAFF

(Level 3 Employee)

EMPLOYEE NAME:________________________________________

FUNCITON:  Serves as a clinical resource person.  Responsible for set up, follow-up, maintenance of Respiratory Equipment, and other services such as Enteral pumps, Rehabilitation equipment, Incontinent/Ostomy supplies and related supplies.  Also acts in a teaching role to health agencies and individuals who use our services


RESPONSIBLE TO:
Area Manager

Direct Patient Care as Part of Position:
Often, occupational exposure rating Intermediate

PHYSICAL QUALIFICATIONS:

1. In an average 8-hour day the employee lifts/carries up to 65 pounds frequently.

2. In an average 8-hour day the employee stands/walks 2.75 hours.

3. In an average 8-hour day the employee sits 1 hour. 

4. In an average 8-hour day the employee drives 5 hours.

5. The employee lifts/carries up to 65 lbs. maximum.

6. Must be clean & neat in personal appearance.

EDUCATION:

1. High school diploma or G.E.D. equivalent.

2. Education and Training from a college, university or trade school with degree and/or certificate of course completion.  

3. Medical training/education preferred such as nursing, respiratory or Physical therapy.

4. Current license / certification (if required for the position) in the State the individual will be practicing.

EXPERIENCE/KNOWLEDGE/PERSONALITY:

1. 2 years of clinical or DME/Home Care experience preferred.

2. Good oral and written communication skills.

3. People sensitive characteristics with a desire to help others.

4. Good computer skills preferred.

5. Able to function as a polite and cooperative team member with a positive attitude.

6. Must be autonomous, flexible, self-motivated, industrious, and able to use time well with minimal supervision.

7. Excellent driving record.

8. Able to maintain confidentiality.

9. Maintains all required licenses & certifications required to practice in Texas.

ON CALL:

1. Periodically available for non-office hours.

2. Willing to be trained in pertinent areas of equipment/supplies.

3. Available for home/office visits

JOB RESPONSIBILITIES AND DUTIES:

1. Assist with developing and updating policies, procedures for all equipment.

2. Responsible for follow-up phone calls to patients following set-up of rental equipment and completion of patient satisfaction survey according to time frame set by the Supervisor.

3. Be able to travel to Branch Stores, referral sites, homes as needed for teaching, and equipment delivery.

4. Be familiar with equipment, supply needs, reimbursement issues and participate in dissemination of this information to staff and customers.

5. Assist with respiratory equipment maintenance checks.

6. Responsible for being on back-up call rotation as per company policy.

7. Participate in care conferences as designated by supervisor.

8. Keep work area clean.

9. Provide training to patients and other Professional Medical employees regarding the use and care of equipment.

10. Provide patient care duties as required and appropriate under current licensure/certification.

11. Attend in-store meetings

12. Perform other duties as deemed appropriate by management.

Supervisor Signature:____________________________________________Date:__________________

Employee Signature:_____________________________________________Date:_________________

SHOE FITTER SPECIALIST

(Level 3 Employee)

EMPLOYEE NAME:________________________________________

FUNCTION:
The shoe fitter specialist is responsible for fitting, adjusting, and assembling diabetic and orthopedic footwear.  Provides instructions to patients and referral sources, is knowledgeable of third party reimbursements, and serves in a marketing role to promote the company’s shoe services.

RESPONSIBLE TO:
Area Manager

Direct Patient Care as Part of Position:
Often, occupational exposure rating Intermediate

PHYSICAL QUALIFICATIONS:

1. In an average 8 hour day the employee lifts/carries up to 35 pounds frequently.

2. In an average 8 hour day the employee stands/walks 3 hours.

3. In an average 8 hour day the employee sits 2 hours. (These hours include up to 2 hours of data entry/phone work)

4. In an average 8 hour day the employee drives 4 hours.

5. The employee lifts/carries up to 85 lbs. maximum.

6. Must be clean & neat in personal appearance.

EDUCATION:


1. High school diploma or GED

1. Per state requirements the employee must have certification/licensure in one of the following:

a. American Board Certification in Pedorthtics or American Board Certified Fitter of Therapeutic Shoes

b. Maintain a current license to practice in the State of Texas in any one of the following fields and have attended a training course on the proper application of diabetic footwear:

i. nursing

ii. respiratory therapy

iii. physical therapy

iv. pharmacy

v. prosthetics

vi. orthotics. 

EXPERIENCE/KNOLWEDGE/PERSONALITY:

1. Able to function as a polite and cooperative team member with a positive attitude..

2. Good oral and written communication skills.

3. Must be detail oriented.

4. People sensitive characteristics with a desire to help others.

5. Able to work independently.

ON CALL:

Not Required

JOB RESPONSIBILITES AND DUTIES:

1. Set-up appointments for fittings, delivery, etc. in conjunction with customer service staff.

2. Perform patient assessment for appropriate footwear in conjunction with the physician’s orders.

3. Perform diabetic footwear fittings and complete all appropriate paperwork.

4. Obtain all required authorizations, verifications, and waivers for proper payment, through appropriate staff per policy and procedure.

5. Place orders for diabetic footwear and accessories through appropriate sources.

6. Deliver diabetic footwear or make arrangements for delivery and verification of fit, function and performance, with complete and accurate documentation.

7. Perform third party reimbursement verifications and documentation requirements regarding footwear.

8. Assist with inventory control of diabetic footwear.

9. Attend in-store meetings and continuing education events as required.

10. Perform other duties as deemed appropriate by management.

Supervisor Signature:____________________________________________Date:__________________

Employee Signature:_____________________________________________Date:_________________

WAREHOUSE SUPERVISOR

(Level 2 Employee)
EMPLOYEE NAME:________________________________________

FUNCTION:

Maintain the DME warehouse, inventory, tools, parts and maintenance logs for all equipment utilized by both patients and other employees in the fulfillment of their job duties. Maintain and adequate supply of needed inventory.  Ship supplies out to patients via traceable carrier as requested by various departments.  Receive and authorize incoming freight.  This position is often a secondary job description to supplement the employee’s primary job description.  It is normally the responsibility of the store manager and thus the store manager may choose to appoint another employee within the organization these duties.

REPORTS TO:
Branch Store Manger (insert name)_________________________________

Direct Patient Care as Part of Position:
Occasionally,  occupational exposure rating medium

PHYSICAL QUALIFICATIONS:

1. In an average 8 hour day the employee lifts/carries up to 65 pounds frequently.

2. In an average 8 hour day the employee stands/walks 4 hours.

3. In an average 8 hour day the employee sits 4 hours. (These hours include up to 4 hours of data entry/phone work)

4. In an average 8 hour day the employee drives 0 hour.

5. The employee lifts/carries up to 85 lbs. maximum.

6. Must be clean & neat in personal appearance.

EDUCATION AND EXPERIENCE:

1. General computer skills for use with online ordering systems.

2. Present a literacy level acceptable to the supervisor, read write and speak English.

3. Efficiently use most general office equipment.

4. Must possess a basic understanding of disease processes and their relative effects with regard to patients equipment needs and how those needs affect equipment purchase decisions.

5. Must maintain a working knowledge in all computer programs required within first 3 months of employment.

6. Must maintain a working knowledge of medical equipment and supplies regarding functionality and purpose within 90 days.

7. Must maintain a high working knowledge of medical equipment and supply vendors within 90 days of employment

8. High School Diploma or GED.

9. Personality must be that of a mechanically inclined individual with a keen sense for details.

10. Possess superior organizational skills.

ON CALL:
 Employee may be required to be on call 

JOB RESPONSIBILITIES AND DUTIES:
1. Maintain an orderly stock room/warehouse with all products labeled and placed into shelves or bins so that other employees may pick the products as required.

2. Perform all preventative maintenance and record keeping for rental equipment and equipment used by employees in the everyday completion of their job duties. example: oxygen analyzers

3. Ensure that all used equipment brought in by the drivers has been disinfected, cleaned, labeled, tested and/or repaired and placed into the correct location for future use.

4. Organize tools and workbench areas daily

5. Clean the warehouse and storage areas daily

6. Repair malfunctioning equipment or see that it is shipped to the appropriate vendor for repair.

7. Document all repairs, maintenance and disinfection (cleaning) on all equipment handled.

8. Complete once weekly a store inventory (see inventory order form in this manual)

9. Order needed inventory from inventory order form.

10. Place orders for special and custom items.

11. Determine special inventory needs and have orders approved.

12. Taking inventory for accounting purposes as requested.

13. Giving price quotes for equipment and supplies to customers and co-workers.

14. Updating of vendor sales catalogs.

15. Calling customers or alerting co-workers when products are received.

16. Meet with salespersons as needed.

17. Complete purchase orders when placing orders.

18. Matching purchase orders, packing slips and invoices; send to accounts payable.

19. Process paperwork, log outgoing orders, select appropriate delivery method and process for shipping.

20. Maintain accurate receiving records. 

21. Handle all facets of inventory transfers between locations.  Maintain accurate files regarding transfers. Occasionally delivers merchandise to branch locations.

22. File all purchase orders, inventory transfers or other pertinent information as deemed appropriate by Branch Manager.

23. Print and update back order listing and maintain back order invoices.

24. Maintain current literature files.

25. Attend in-store meetings.

26. Ship out diabetic, respiratory and other supplies as directed by the billing or service staff to patients and/or other store locations.

27. Generate proof of delivery for items shipped via traceable carrier when required by Medicare or other third party payers.

28. Perform other duties as deemed appropriate by management.__________________________________________________________.

Employee Name:_______________________Signature:_____________________Date:__________

Supervisor Name:______________________Signature:_____________________Date:___________

EQUIPMENT TECHNICIAN

(Level 2 Employee)

EMPLOYEE NAME:____________________________________________________

FUNCTION:

To deliver, setup, instruct in use, clean, test, perform routine maintenance, evaluate and maintain records for all home medical and respiratory equipment as required.  This position is considered to be a promotion from the entry-level delivery driver.

REPORTS TO:
Branch Store Manager________________________________

Direct Patient Care as Part of Position:
Often, occupational exposure rating Intermediate

PHYSICAL QUALIFICATIONS:

1. In an average 8-hour day the employee lifts/carries up to 65 pounds frequently.

2. In an average 8-hour day the employee stands/walks 2.75 hours.

3. In an average 8-hour day the employee sits 1 hour. 

4. In an average 8-hour day the employee drives 5 hours.

5. The employee lifts/carries up to 85 lbs. maximum.

6. Must be clean & neat in personal appearance.

EDUCATION AND EXPERIENCE:

1. Must possess a basic working knowledge of all usual durable medical equipment.

2. Be an employee whom has worked in DME for a period of at least 12 months and has passed a knowledge test given by the supervisor, or has an Associate of Applied Science Degree in Biomedical Equipment Technology, or is a licensed Respiratory or Physical Therapist.

3. Must be able to lift an object weighing 80 lbs to a height of 48”.

4. Must be able to carry an object weighing 80 lbs a distance of 50 feet.

5. Must be able to read, write and speak the English language.

6. Must have a basic knowledge regarding common diseases and their relationship to the various types of DME.

7. Must have a basic knowledge of most insurance, Medicare, and Medicaid billing practices and be able to articulate these practices in order to answer customer questions.

8. Have a basic knowledge of vendors and what types of equipment are available from each of them.

9. Must have a valid drivers license accepted by the State of Texas.

10. Must have a driving record acceptable management.

11. Must be available to take after hours and weekend call when scheduled.

12. Ability to work with elderly and handicap individuals.

ON CALL:

1. Periodically available for non-office hours.

2. Willing to be trained in pertinent areas of equipment and supplies.

3. Available for home/office visits.

4. Employee must be able to take 24-hour call as scheduled.

JOB RESPONSIBILITIES AND DUTIES:

1. Clean, repair, and replace parts as needed on rental inventory between customer rentals.

2. Maintain a clean, rent-ready equipment inventory for immediate rental at all times. 

3. Evaluates and keeps records for oxygen concentrators.

4. Delivers, sets up, and instructs patients/caregivers in the use of required medical equipment as scheduled by management.

5. Visits all Oxygen patients at least one time in a 90-day period in order to check equipment, replace supplies and answer patient questions and turn in a visit sheet.

6. Update and maintain an oxygen patient listing.

7. Put tools back in their place after use, replaced when damaged.

8. Maintains safe, neat, clean equipment storage and dirty equipment (quarantine) area.

9. At the end of each business day make sure floors are clean, isles are clear, equipment is stored in its appropriate location, shelves are neat and orderly, trash is throw away and all equipment in the “dirty” equipment area has been cleaned and properly stored.

10. Maintain a neat, orderly, clean and ready-to-use delivery vehicle/van.

11. The delivery vehicle’s fuel supply is never left below 1/3 of a tank.

12. The delivery vehicle’s engine and major components are serviced on schedule (ie: brakes & transmission).

13. Replenish the delivery vehicle’s store of supplies on a regular basis.

14. Check the vehicle tires, oil and other vital fluids each time fuel is put in the delivery vehicle.

15. Take 24 hour call when scheduled by management (see on call policies)

16. Ensures that all deliveries and service calls are done in a timely manner when on call in agreement with Professional Medical on call policies.

17. Complete patient paperwork when necessary.

18. See that appropriate paperwork is turned in to the office upon completion of the delivery.

19. All Equipment Technicians are also considered customer service representatives and delivery technicians and therefore must abide by the duties in those job descriptions in addition to the above listed duties.

20. Licensed Therapists or certified technologist may have additional duties as allowed by law and will be listed below.

21. Repair or arrange for the repair of defective or malfunctioning equipment.

22. Perform any other tasks as directed by management.

23. Additional Specific Duties as Assigned 

Employee Name:_______________________Signature:_____________________Date:__________

Supervisor Name:______________________Signature:_____________________Date:___________

CUSTOMER SERVICE REPRESENTATIVE

(Level 2 Employee)

EMPLOYEE NAME:_________________________________________________________

FUNCTION:

Expedite sales through knowledge and professional customer assistance.  Answer customer questions and concerns or direct the question and concerns to someone capable of answering.  This position is generally a more advanced position than the basic office assistant position even though it includes many of the same job duties.  This is generally a more experienced employee whom has worked in DME for a period of at least 6 months and has passed a knowledge test given by the supervisor.  This position is generally considered a promotion from the office assistant position.

REPORTS TO:
Branch Store Manager 

Direct Patient Care as Part of Position:
Often, occupational exposure rating Low

PYSICAL QUALIFICATIONS:

1. In an average 8 hour day the employee lifts/carries up to 65 pounds frequently.

2. In an average 8 hour day the employee stands/walks 2 hours.

3. In an average 8 hour day the employee sits 6 hours.  (These hours include up to 6 hours of data entry/phone work.)

4. In an average 8 hour day the employee drives 0 hour.

5. The employee lifts/carries up to 85 lbs. maximum.

6. Must be clean & neat in personal appearance.

EDUCATION AND EXPERIENCE:

1. General computer skills, including Microsoft Windows, Excel, Word and Adobe Acrobat.

2. Present a literacy level acceptable to the supervisor, read write and speak English.

3. Ability to work with elderly and handicap individuals.

4. Efficiently use most general office equipment.

5. Must possess a basic understanding of disease processes and their relative effects with regard to patients equipment needs.

6. Must maintain a working knowledge in all computer programs utilized by the branch the employee works.

7. Must maintain a working knowledge of medical equipment and supplies regarding functionality and purpose.

8. Must maintain a working knowledge of medical equipment and supply vendors.

9. Must have a moderate knowledge of most insurance, Medicare, and Medicaid billing practices and be able to articulate these practices in order to answer customer questions.

10. Have 6 months experience working for an HME (or related field) company, or have an associate degree or higher in Medical Terminology, Health Information Management or similar health related degree.  

ON CALL:

1) Periodically available for non-office hours.

2) Willing to be trained in pertinent areas of equipment and supplies.

3) Available for home/office visits.

4) Employee must be able to take 24-hour call as scheduled.

JOB RESPONSIBILITIES AND DUTIES:

1. Perform sales transactions as necessary.

2. Maintain an orderly and clean showroom.

3. Stock inventory in showroom with necessary products.

4. Report all inventory needs to the purchasing director/supervisor.

5. Unpack incoming freight and file packing list with purchasing.

6. Attain information for billing on rental customers and perform client intake process.

7. Update retail pricing as needed from the customary pricing information provided by the supervisor.

8. Answer telephones and take appropriate measures or messages.

9. Answer customer questions about products and supplies or direct them to other personnel.

10. Give pricing bids for equipment and supplies.

11. Assist patients & referral sources with proper completion of physician’s orders and Certificates of Medical Necessity.

12. Assist in the procurement of supporting medical necessity documentation when requested by the reimbursement specialist or supervisor.

13. Verify eligibility and benefits information from the patients insurance company.

14. Obtain pre-certification and pre-determination from the patient’s insurance when required.

15. File literature on sales promotions as needed.

16. File billing and intake paperwork into the patient’s medical record.

17. Schedule delivery times between patients and delivery personnel.

18. Complete as much information as possible on the delivery ticket to ensure proper order filling by the delivery driver/equipment technician.

19. Place orders for special order items as requested by customers.

20. Clean and organize showroom, offices, restrooms, and lounge areas.

21. Sort and dispense incoming mail.

22. Update vendor catalogs with current pricing and products lines.

23. Close the store at the end of each business day if assigned.

24. Bill for cash customer accounts, nursing home contracts and hospice contracts when applicable.

25. All other task deemed appropriate and assigned by the supervisor.

26. Enter customer intake information into the computer system for billing.

27. Post payments and bill non-covered services to the customer as needed.

28. Work denied claims for additional supporting information, documentation, or alternated payment means.

29. Ship products to mail order clients upon request.

30. Perform referral intake coordination.

31. Perform computer data entry as required including input all logs.

32. Additional Specific Duties Assigned

Employee Name:_______________________Signature:_____________________Date:__________

Supervisor Name:______________________Signature:_____________________Date:___________ 

Patient Care Coordinator

(Level 2 Employee)

EMPLOYEE NAME:____________________________________________________

FUNCTION:

To supervise and ensure that all deliveries, setups, pickups, instructions in use, cleaning, testing, routine maintenance checks, evaluations and maintenance records for home medical and respiratory equipment are performed as required.  This position is considered to be a supervisory position above that of an equipment technician.  Additional job duties in some settings when appropriate may include clinical assessments of patients in the home.

REPORTS TO:
Branch Store Manager________________________________

Direct Patient Care as Part of Position:
Often, occupational exposure rating Intermediate

PYHSICAL QUALIFICATIONS:

1. In an average 8-hour day the employee lifts/carries up to 65 pounds frequently.

2. In an average 8-hour day the employee stands/walks 2.75 hours.

3. In an average 8-hour day the employee sits 1 hour. 

4. In an average 8-hour day the employee drives 5 hours.

5. The employee lifts/carries up to 85 lbs. maximum.

6. Must be clean & neat in personal appearance.

EXPERICNCE AND EDUCATION:

1. Must possess a basic working knowledge of all usual durable medical equipment.

2. Be an employee whom has worked in DME as a driver and an equipment technician for a period of at least 24 months and has passed a knowledge test given by the supervisor, or has an Associate of Applied Science Degree in Biomedical Equipment Technology, or is a licensed (or) certified healthcare practitioner, such as a Respiratory or Physical Therapist.

3. Must be able to lift an object weighing 80 lbs to a height of 48”.

4. Must be able to carry an object weighing 80 lbs a distance of 50 feet.

5. Must be able to read, write and speak the English language.

6. Must have a basic knowledge regarding common diseases and their relationship to the various types of DME.

7. Must have a basic knowledge of most insurance, Medicare, and Medicaid billing practices and be able to articulate these practices in order to answer customer questions.

8. Have a basic knowledge of vendors and what types of equipment are available from each of them.

9. Must have a valid drivers license accepted by the State of Texas.

10. Must have a driving record acceptable management.

11. Must have a or be able to reasonably obtain a current Hazardous Materials certification for transporting oxygen

12. Ability to work with elderly and handicap individuals.

ON CALL:

1. Periodically available for non-office hours.

2. Must be available to take after hours and weekend call when scheduled.

JOB RESPONSIBILITIES & DUTIES

1. The Patient Care Coordinator will line out the daily schedule.

2. The coordinator will route all delivery drivers for the morning. Oxygen checks will also be routed in with the daily deliveries. Their stops, when practical, will already be mapped, called and all equipment loaded in their vehicles.

3. The coordinator is responsible for ensuring route sheets and the proper paper work ready for each driver.

4. The coordinator will see that all drivers come in at their scheduled start time and are ready for their deliveries, and make necessary changes in the event of absences.

5. The coordinator will then spend time calling patients for follow-ups and scheduling. The coordinator will also be available to take care of emergency calls (stat calls), which were not previously scheduled.

6. The coordinator will schedule lunch break times for the delivery and equipment technicians.

7. On days that the technicians finish routes up early, the coordinator will direct them to other duties such as cleaning equipment and maintaining vehicles.

8. At the appointed times, each driver will turn all his paperwork into the coordinator. The coordinator will double check the work and make sure all paperwork has been completed appropriately. 

9. The coordinator will communicate with each driver between each stop. This way the coordinator can schedule stops if a patient needs to be revisited or another item added to the drivers schedule.

10. The coordinator will hold driver meetings as necessary. This will ensure a continuing training program for each driver. 

11. The coordinator will double check pulled orders and confirm them to be appropriate for delivery based on the physicians orders.

12. The coordinator may be required to visit a patient’s home to perform home assessments for rehabilitation equipment or respiratory/cardiac education and assessment.

13. Ensure that all rental oxygen patients are contacted every 90 days for routine visits.  The actual visits may be delegated to clinical staff or delivery technicians; however, the coordinator is ultimately responsible for making sure the visits are carried out and documented.

Supervisor Signature:____________________________________________Date:__________________

Employee Signature:_____________________________________________Date:_________________

DELIVERY TECHNICIAN

(Level 1 Employee)

EMPLOYEE NAME:_____________________________________________

FUNCITON:

The primary function of this position is to ensure the prompt, proper delivery of medical equipment and supplies in a manner consistent with maintaining patient dignity and confidentiality.  This is an entry-level delivery driver position generally held for at least the first year of employment until the employee has successfully passed a knowledge test provided by the supervisor, which could make the employee eligible for promotion to the Equipment Technician or Customer Service positions.

REPORTS TO:
Branch Store Manager 

Direct Patient Care as Part of Position:
Often, occupational exposure rating Intermediate

PHYSICAL QUALIFICATIONS:

1. This position does not require previous work experience and is considered entry level; on the job training will be provided for the first 90 days.  The employee must exhibit proficiency with regard to set up and instruction of patients on the use of most usual durable medical equipment and supplies within 90 days of hire.

2. Must be able to lift an object weighing 80 lbs to a height of 48”.

3. Must be able to carry an object weighing 80 lbs a distance of 50 feet.

4. Must be able to read, write and speak the English language.

5. Must have a valid drivers license accepted by the State of Texas.

6. Must have a driving record acceptable to management.

7. Must be available to take after hours and weekend call when scheduled at least two weeks per month.

8. Ability to work with elderly and handicap individuals.

ON CALL:

1. Periodically available for non-office hours.

2. Willing to be trained in pertinent areas of equipment and supplies.

3. Available for home/office visits.

4. Employee must be able to take 24-hour call as scheduled.

JOB RESPONSIBILITIES AND DUTIES:

1. Delivery set-up, and pick up of equipment as necessary in patient's homes, nursing homes, hospitals or other healthcare facilities.

2. Loading, handling and securing of equipment as needed into the delivery vehicle.

3. Cleaning rental equipment upon return and before delivery.

4. Ensure equipment to be in proper working order prior to delivery.

5. Instruct patients in use of equipment and supplies delivered.

6. Complete all necessary paperwork associated with the delivery.

7. Deliver completed paperwork to the office.

8. Maintain a neat, orderly, clean and ready-to-use delivery vehicle/van.

9. The delivery vehicle’s fuel supply is never left below 1/3 of a tank.

10. The delivery vehicle’s engine and major components are serviced on schedule (ie: brakes & transmission).

11. Replenish the delivery vehicle’s store of supplies on a regular basis.

12. Check the vehicle tires, oil and other vital fluids each time fuel is put in the delivery vehicle.

13. Perform equipment pick-ups as needed.

14. Verify all parts are with equipment and in proper working order when picked-up or returned.

15. Report any problems with equipment to the supervisor and/or equipment technician.

16. Clean company vehicles and storage areas as directed by the supervisor.

17. Perform minor repairs and service on products and equipment.

18. Contact vendors for warranty status of malfunctioning equipment.

19. Perform routine service checks on oxygen equipment as directed under the instruction of the equipment technician or supervisor.

20. Maintain an organized storage area by putting incoming freight and returned rental equipment on the shelves per policy.

21. Document patient contacts, problems, questions or concerns in the medical record.

22. Answer phones both provided mobile phones and in store to aide with customer service.

23. Additional duties as directed by the supervisor.

24. Additional Specific Duties as Assigned 

Employee Name:_______________________Signature:_____________________Date:__________

Supervisor Name:______________________Signature:_____________________Date:___________

OFFICE ASSISTANT 

(Level 1 Employee)
EMPLOYEE NAME:_______________________________________________________

FUNCTION:

Maintain an efficient organized office and showroom area to better assist customers and management personnel.  This is an entry-level office position generally held for at least the first 6 months of employment until the employee has successfully passed a knowledge test provided by the supervisor.

REPORTS TO:
Branch Store Manager 
Direct Patient Care as Part of Position:
Occasionally, occupational exposure rating Low

PHYSICAL QUALIFICATIONS:
1. In an average 8 hour day the employee lifts/carries up to 15 pounds frequently.

2. In an average 8 hour day the employee stands/walks 1 hours.

3. In an average 8 hour day the employee sits 7 hours.  (These hours include up to 7 hours of data entry/phone work.)

4. In an average 8 hour day the employee drives 0 hour.

5. The employee lifts/carries up to 25 lbs. maximum.

6. Must be clean & neat in personal appearance.

EXPERIENCE AND EDUCATION:

1. This position does not require previous work experience and is considered entry level; on the job training will be provided for the first 90 days.  The employee must exhibit proficiency with regard to order intake, insurance verification, Physician Order and Certificate of Medical Necessity completion, instruction of patients on the use of most usual durable medical equipment and supplies within 90 days of hire.

2. Operate office equipment such as computers, fax machines, telephones, copiers etc. within the first 90 days of employment. 

3. Be able to speak, read & write the English language.

4. Perform addition, subtraction, multiplication and division.

5. Be able to lift an object weighing 35 lbs to a height of 48”.

6. Be able to carry an object weighing 35 lbs a distance of 25 feet.

7. Utilize proper telephone techniques and message taking abilities.

8. Maintain a basic working knowledge of medical equipment and supplies regarding functionality and purpose within 90 days of employment.

9. Ability to work with elderly and handicap individuals.

ON CALL:


1. Employee not normally required to be on call

2. Periodically available for non-office hours.

3. Willing to be trained in pertinent areas of equipment and supplies.

JOB RESPONSIBILITIES & DUTIES:

1. Perform sales transactions as necessary.

2. Maintain an orderly and clean office

3. Stock inventory in showroom with necessary products.

4. Report all inventory needs to the purchasing director/supervisor.

5. Unpack incoming freight.

6. Attain intake information for billing customers.

7. Update pricing on retail merchandise as needed.

8. Answer telephones and take appropriate measures or messages.

9. Answer customer questions about products and supplies or direct customers to other personnel.

10. Give pricing bids for equipment and supplies.

11. File literature on sales promotions as needed.

12. Schedule delivery times between patients and delivery personnel.

13. Place orders for special order items as requested.

14. Clean and organize offices, restrooms, and lounge areas.

15. Sort and dispense incoming mail.

16. Update vendor catalogs with current pricing and products lines.

17. Close the store at the end of each business day when assigned.

18. Fill out patient paperwork and sales/delivery tickets.

19. Pick up and deliver prescriptions and other paperwork to doctor’s offices, hospitals, nursing homes and other healthcare facilities. 

20. Make patient files and keep patient records up to date.

21. Assist the reimbursement specialist with billing, posting, and collection activities as assigned.

22. Additional Specific Duties Assigned

Employee Name:_______________________Signature:_____________________Date:__________

Supervisor Name:______________________Signature:_____________________Date:___________

 Billing Clerk

(Level 1 Employee)

EMPLOYEE NAME:________________________________________

FUNCTION:
Responsible for efficient performance of job functions, to include processing all invoices to accounts receivable and follow through for payment, knowledge of company policies, answer phone and assist customers as necessary.    

RESPONSIBLE TO:
Reimbursement Specialist

Direct Patient Care as Part of Position:
Rarely, occupational exposure rating Low

PHYSICAL QUALIFICATIONS:

1. In an average 8 hour day the employee lifts/carries up to 15 pounds frequently.

2. In an average 8 hour day the employee stands/walks 1 hours.

3. In an average 8 hour day the employee sits 7 hours.  (These hours include up to 7 hours of data entry/phone work.)

4. In an average 8 hour day the employee drives 0 hour.

5. The employee lifts/carries up to 25 lbs. maximum.

6. Must be clean & neat in personal appearance.

EDUCATION:

1. High school diploma or G.E.D. equivalent required.

2. Prior medical billing experience preferred.

EXPERICNE/KNOWLEDGE/PERSONALITY:

1. Able to function as a polite and cooperative team member with a positive attitude.

2. People sensitive characteristics with a desire to help others.

3. Able to maintain confidentiality.

4. Good computer skills.

5. Good oral and written communication skills.

6. Must be detail oriented.

7. Able to work independently with minimal supervision.

8. Able to handle heavy telephone traffic and meet deadlines.

9. Familiarity with insurance rules and regulations preferred.

ON CALL:
This position is not required to be on call.

JOB RESPONSIBILITIES AND DUTIES:

1. Responsible for working knowledge of computer applications to include Brightree, word processing, spreadsheet, e-mail and other software programs as needed.

2. Responsible for working knowledge of medical policies and the application to third party reimbursements

3. Process payment determinations for all payer sources for denied claims, deductibles, co-pays.  Updates status code for claim, document claims management notes, and bill any residual to proper payer source.

4. Responsible to assist in training billing staff of medical policy.

5. Responsible for processing primary claims and managing up front denials.

6. Responsible to assist Account Reps in reviewing the accounts receivable aging and on-hold accounts.

7. Responsible to assist billing staff with clerical functions of claims submission as delegated by Billing Department Director.

8. Responsible to assist Billing Department Director for designated reports; collecting, analyzing, and trending.

9. Responsible for addressing customer concerns as needed for excellent customer service and confidentiality.

10. Responsible for attendance at in-store in services and meetings and other workshops to stay current with job responsibilities.

11. Perform other duties as deemed appropriate by management

Supervisor Signature:____________________________________________Date:__________________

Employee Signature:_____________________________________________Date:_________________
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