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Position/Title: Batching Clerk

Department: Posting
Required Time Commitment (Full Time/Part Time): Full Time, eligible for paid time off (PTO), 401K benefits, and medical benefits.

Position Overview: The Batching Clerk position is an integral part of the Posting Department. The position will report to the Posting Department Manager. 
Responsibilities:

· Meeting work schedule demands

· Research patient accounts to identify practice number

· Download EOB’s from designated websites, print as needed

· Download “00” paid EOBs from websites daily

· Prepare batches for posters

· Balance prepared batches
· Keep an open line of communication with the Department Manager for any issues/concerns 
· Available to work extended hours including Saturdays (when/if needed)

· Additional duties as needed

Required Skills & Qualifications:

· Analytical Skills/EOB interpretation

· Medical Terminology knowledge preferred

· Excellent organizational skills

· Excellent verbal and written Communication Skills a must

· Internet Navigation and clerical skills 

· Good with numbers

· High volume production

· Analytical Skills

· Knowledge of Microsoft Word, Excel, Greenway, Eclinical Works and Intergy

How to Apply:

If you are interested in this position, please send your resume to Maria Acevedo at maracevedo@femwell.com
 Please be sure to include the following in your e-mail:

· The title of the position you are applying for in the subject line

· The date at which you are available to start

· Your salary requirement

· Your contact information 

Once your e-mail is received someone will contact you regarding an interview. 

Please note that submitting your resume does not guarantee an interview or position placement.

3225 Aviation Avenue, Suite 700





Coconut Grove, FL 33133


