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Detroit Rescue Mission Ministries 
 

JOB DESCRIPTION 
 
 
JOB TITLE: Medical Biller   LOCATION: Administration 
 
REPORTS TO: Financial Controller   POSITION: Non-Exempt 
 Chief Program Officer 
 
JOB SUMMARY: 
Under the general direction of the Financial Controller and Chief Program Officer, prepare and 
submit billing data and medical claims to insurance companies. Ensuring each client medical 
information is accurate and up to date. Prepare bills and invoices and document amounts due 
for medical procedures and services.  
 
ESSENTIAL FUNCTIONS: 
 
1. Process medical billing for DRMM’s program contracts to various city/state/federal 

agencies in accordance with contract requirements. Have a full working knowledge and 
understanding of Electronic Health Records and their requirements. 

 
2. Accurately post charges and promptly submit claims to payers, ensuring a daily, timely 

and efficient billing process.  
 
3. Demonstrate tenacity in following up on unpaid claims with insurance companies, 

ensuring proper resolution and reimbursement. 
 
4. Review claims meticulously, making necessary corrections, and rebilling as needed to 

maintain accuracy and compliance. 
 
5. Leverage claims clearing house to review, correct, and resubmit electronic claim when 

available, streamlining the billing process.   
 
6. Thoroughly verify insurance coverage, including Medicaid, to ensure proper billing and 

adherence to billing and coding rules and regulations.  
 
7. Strive for proper reimbursement for all services and procedures provided to our valued 

patients, including Medicaid-covered services. 
 
8. Efficiently scan documents into our Electronic Medical Records (EMR) system, 

maintaining meticulous records. 
 
9. Skillfully read Explanation of Benefits (EOB’s) to handle billing inquires and resolve 

discrepancies effectively. 
 
10. Proactively contribute to the efficiency of the billing process by taking on additional 

responsibilities and identifying opportunities for improvement.  
 
11. Prepare monthly income reports for the Financial Controller and Chief Program Officer. 
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JOB TITLE: MEDICAL BILLING SPECIALIST  
 
KNOWLEDGE, SKILLS AND ABILITIES: 
 
1. High School Diploma or G.E.D. 
 
2. Proven work experience as a Medical Biller or similar role, with a track record of success 

in handling diverse billing responsibilities. 
 
3. Solid understanding of billing software and Electronic Medical Records (EMR) systems 

to ensure efficient and accurate data management.   
 
4. In-depth knowledge of Medicaid billing and coding rules and regulations, ensuring 

compliance and optimized reimbursement for Medicaid-covered services.  
 
5. Demonstrate organization and time management abilities and demonstrate verbal and 

written communication, inter-personal and conflict resolution skills. Problem-solving and 
organizational abilities, allowing you to navigate complex billing scenarios with precision 
and efficiency. 

 
6. Excellent written and verbal communication skills to engage with clients, insurance 

agents and internal team members professionally and empathetically. Mental ability to 
frequently handle pressures related to simultaneous handling of multiple projects.  

 
7. Experience working in nonprofit industry and/or with nonprofit grants a plus. 
 
 
OTHER DUTIES & RESPONSIBILITIES: 
 
1. Performs other duties as assigned. 
 
 
WORKING CONDITIONS: 
 
1. Normal office environment with little discomfort due to heat, dust, noise and the like. 
 
2. May be required to work evenings and weekends on an occasional or ongoing basis.  
 
 
 
This job description is intended to describe the general nature and level of work being performed by a 
person assigned to this job.  They are not to be construed as an exhaustive list of all job duties that may 
be performed by a person so classified. 
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