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Opal: Food+Body Wisdom, an eating disorder treatment facility in the University District of Seattle, Washington, offers intensive day treatment as well as outpatient services. We look to hire skilled individuals who want to join our team to provide innovative treatment and work alongside a passionate and caring staff.

Job Title: Medical Billing Specialist
Responsibilities: 

· Create daily client visits within billing system
· Submit primary and secondary insurance claims 
· Process auto-debit payments

· Assist in monthly billing statement review

· Track expired credit cards on file for late cancel charges

· Download insurance explanation of benefits (EOBs) for posting
· Preparing and processing bank deposits

· Assist with auditing accounts receivable

· Monitor and repair repairable claims

· Process claims resubmissions and rejections

· Assist in monthly billing statement creation and review

· Co-manage and submit accounts for collection

· Communicate with clients regarding billing issues

· Other duties as assigned by supervisor

Requirements: 

· Excellent attention to detail and ability to follow through on complicated duties
· Excellent communication and interpersonal skills
· Strong skills in managing multiple tasks simultaneously
· Exhibit a high degree of confidentiality and boundary setting

· Experience in mental health and/or eating disorder field desired

· At least 3 years of experience in office procedures desired
Hours: 

32-40 hours/week
Compensation: 

Commensurate to experience
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