THE UNIVERSITY HOSPITAL OF ARKANSAS

JOB DESCRIPTION


TITLE:       
 
Director, Patient Business Services


      

                                                     NAME:

DEPT:          

Patient Business Services                                                                                               GRADE:   
REPORTS TO:  
Chief Financial Officer







UPDATED:  


SUMMARY: Responsible for managing accounts receivable, interpreting regulatory standards and initiating changes, managing claims submission and collection process. The Director must develop procedures, organize personnel and prioritize department initiatives to ensure maximum cash collections. The Director also interprets regulatory standards and initiates changes to ensure the University Hospital of Arkansas Patient Business Services is in full compliance with federal and state regulations.  The Director is responsible for the recruitment and training of staff.  He/she must be a positive role model for staff and patients by working with them to promote teamwork and cooperation.  Exceptional communication skills and interpersonal skills are required in order to effectively interact with internal and external departments.  The Director will be responsible for interfacing with senior management regarding accounts receivable results and management issues.  As a member of the University Hospital of Arkansas team, this person must comply with the Patient Business Services policies and procedures.
QUALIFICATIONS:  Bachelor degree with emphasis in Business, Accounting or Healthcare Administration preferred.  Significant experience in all aspects of the revenue cycle within a hospital setting. Thorough knowledge of billing requirements, collection procedures, and regulatory guidelines.  Holds staff accountable for achieving performance measures. Excellent oral and written communication skills and proficiency in Microsoft office and computerized patient accounting applications.   
WORK ENVIRONMENT:

Exposure to Harsh or Extreme Conditions (chemicals, cleaning agents, blood and body fluids, extreme temperatures)

None

Equipment Used in Position (type and percent time)

PC – 40%
Calculator  - 5%

PHYSICAL DEMANDS:

Essential Physical Requirements (list the percent time involved for each that is essential in performing the major duties of the position)

Bending (%) _____
Standing (%) _____
Walking (%) 25  
Eyesight (%) 100  
Hearing (%) 90   
Driving (%)  _____
Speaking (%) 30    
Repetitious Movement (%) 30   

Lifting, weight lifted ______

Lift to:   waist, ______
chest, _____
above head ______

