Financial Coordinator/Treatment Coordinator
Maintenance and administration of all financial tasks and controls:

· Enters all diagnosed treatment in the computer for all patients, including patients out of hygiene

· All financial arrangements, posting treatment rendered, collections over the counter, immediate production and mailing of insurance claims including radiographs and pictures as needed prior to the pt leaving, verifies pt information, and proper documentation of the above mentioned

· All financial arrangements with new patients in the consultation room, providing as much help as possible to the patient with regards to specific financial and/or insurance questions

· A/R:  Makes collection calls monthly for all accounts that are overdue or that have had no activity within 30 days

· A/R Goal:  keeping A/R under 1/2 of one month of production

· Follows up on all insurance claims by reviewing the insurance computer report monthly

· Maintains all collections and monitors practice profitability within the goals and parameters established by the doctors.

· Coordination with the Practice Services Manager (PSM) to meet practice goals

· Completes and reviews daily control sheet and deposits within the first hour of the next day

· Reviews all statements before Dentrix mails them out monthly, on approximately the 1st of each month

· Sends a second statement when necessary following an insurance payment

· Runs a pending treatment report monthly, contacts patients for follow-up, and reviews with the doctors at the end of the month

· Reviews all patient accounts for the next day and notes any insurance or financial information that is pertinent to the team

· A/P:  Coordinate with practice accountant

· Bank deposits daily

· Daily, monthly, and yearly financial reports

· Ensure adherence to all laws and regulations

· Ensure that patient confidentiality is strictly maintained.

· Oversee marketing plan for the practice.

Maintaining and administrating all human resource controls:

· Maintenance of new hires, terminations, vacation, sick leave

Cross training and assistance to Patient Services Manager

· Second to answer phones, within 2 rings, and greeting patients as they arrive

· Address patient concerns; direct patient take a seat in the reception area when PSM is assisting another patient or take care of it yourself if another patient is not waiting for you.
· Assists in the chart audit with PSM and PSA

· Celebrate with patients' completed treatment

· Reinforce post-op instructions


Teamwork

· Exemplifies, creates, and promotes team work helping one another throughout the office

-     General communication and helpfulness

· Reliability

· Exude the practice mission statement in all actions

· New ideas for growth and development of practice

· Ideas to increase patient care, efficiency, and profitability

· Eliminating any and all negativity and gossip 

· Foster a problem-solving environment with PSM and PSA to promote smooth, efficient front office       

· Helps create smooth operating, low stress work environment

· At morning huddle, relay comments (positive and negative) from patients to staff

· Train new hires for any front position

· Referring personal friends and acquaintances to the office for dental care

· Promoting practice to current and potential patients

· Modifying and adding to SOP's

Compensation
· Base salary of $35,000 to $55,000 annually ($21-$36/hr), based on experience and additional duties

· Full-time employee benefits package after three month evaluation period

· Kaiser medical insurance, or $200/month toward independently acquired medical insurance (proof of insurance required)

· Free dental care as time allows, employee paying only for lab costs

· 401K after one year on the following July 1 or January 1, whichever one comes first, with employer contribution, pre-tax savings

· Ability to earn personal bonus

· Flexible working environment; 4 day work week, training, off-site meetings, paid holidays, vacation, 6 sick/well days

· Yearly performance evaluation and compensation review


STANDARD OPERATING PROCEDURES

FINANCIAL COORDINATOR/TREATMENT COORDINATOR
Daily:

· Financial Coordinator arrives 15 minutes prior to scheduled appointments

· Review all financials with Treatment Coordinator

· Help Treatment Coordinator fill unscheduled appointments for the day

· Attend morning huddle

· Post patient payments

· Post insurance payments
· Complete Collections Form A for CPA
· Print and review insurance aging report

· Print and review collection aging report

· Review emails and phone messages

· Post insurance checks that come in the mail

· Deal with insurance requests on a daily basis, mail is not to be held

· Post treatment

· Reconcile day sheet and deposits at the end of the day

· Send e-claims

· Update and resend any warnings or rejected claims, to be done on a daily basis.  Claims are not to be held.

Weekly:

· Send collection letters and make follow up phone calls

· Send tracers for past due insurance claims

Monthly:

· Run insurance aging report

· Run secondary insurance not sent

· Run insurance claims not sent

· Procedures not attached to insurance claims

· Run Practice Management reports

· Review unscheduled treatment plans and discuss with Treatment Coordinator

· Review unscheduled continuing care and discuss with Treatment Coordinator

· Review month goals

Quarterly:

· Print and review Patient Credit Aging Report

· Print and review Provider Credit Report

Annual:

· Run Annual Management Reports

· Set goals for upcoming year

