new job opening
internal posting

Il Exempt
M Non-Exempt

Behavioral Health PSR

Full-Time
Il Part-Time

Q‘}-"/‘f\_ .
neighborhood = HeALTH INDIA@'WIC

Location

N4 APPLYNOW

Send a cover letter + resume to

Porsche Williams

Ashley Fenbert - HR Generalist
afenbert@nhci.org

due: 4/30/25

Essential Job Duties

- Greets patients in a prompt, pleasant, and helpful
manner.

- Obtains and enters new patient demographics
and updates patient information, as necessary, in
the EHR to maintain accuracy.

- Researches, enters, and updates all information
needed to complete the Bililng process.

- Collects all co-pays, balances, and pre-payments
as required by office policies.

- Understands and can apply payments to
balances.

- High School diploma or GED required.
- Training in medical office and billing procedures
preferred.

- Schedules appointments according to clinic
policy and provider notes, including walk-in
patients, and requests over the phone.

- Calls patients to preregister and confirm
appointments, as needed, including updating
demographic and pay source information.

- Scans all documents into EHR in a timely manner
and ensures electronic record is complete.

- Minimum of one year experience in billing or
medical office required.

- Word processing and computer experience
preferred.

Neighborhood Health is an Equal Opportunity Employer. Neighborhood Health does not exclude
people or treat them differently for any aspect of the organization because of race, color, national

origin, age, disability (physical or mental), or sex (including sexual orientation).

If you are a qualified individual with a disability or a disabled veteran, you may request a reasonable accommodation if you are unable or limited in
your ability to access job openings or apply for a job on this site as a result of your disability. You can request reasonable accommodations by
contacting Human Resources at hrdept@nhci.org
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	Text_9: - Greets patients in a prompt, pleasant, and helpful manner.

- Obtains and enters new patient demographics and updates patient information, as necessary, in the EHR to maintain accuracy.

- Researches, enters, and updates all information needed to complete the Bililng process.

- Collects all co-pays, balances, and pre-payments as required by office policies.

- Understands and can apply payments to balances.
	Text_10: - Schedules appointments according to clinic policy and provider notes, including walk-in patients, and requests over the phone.

- Calls patients to preregister and confirm appointments, as needed, including updating demographic and pay source information.

- Scans all documents into EHR in a timely manner and ensures electronic record is complete.  
	Text_11: - Minimum of one year experience in billing or medical office required.

- Word processing and computer experience preferred.  


