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EMPLOYMENT OPPORTUNITY 
BILLING SPECIALIST 

TEMPORARY PART-TIME NON-EXEMPT 
 
 
This is a temporary part-time (24 hours a week) position - employment will end November 30, 2020. 
 

Education/Experience/Certification: 

Experience and certification in medical billing or insurance coding and one to three years experience in a related office 
setting. 

 
Skills, Knowledge & Abilities: 

Requires specialized knowledge of HMO/PPO, Medicare, Medicaid, and other payer requirements and systems and 
knowledge of medical terminology likely to be encountered in medical claims. 

Requires basic understanding of medical ICD 10 codes and CPT medical billing codes. 

Requires the ability to accurately analyze and research complex patient accounts, thus leading to the appropriate 
actions to resolve the account in a professional manner. 

Requires the ability to display a positive, cooperative, professional, and team orientated attitude and the ability to 
establish and maintain working relationships with supervisor, co-workers. 

Requires proficiency to work in a Windows environment (i.e. social media, Microsoft Office, Outlook, Excel, etc.) 
and the ability to learn and work with a variety of software programs. 

Requires the ability to apply common sense understanding to carry out instructions furnished in written, oral, or 
diagram form and the ability to deal with problems involving several concrete variables. 

Requires the ability to communicate by phone as well as in person including excellent diction, with a helpful and 
culturally competent approach. 

Requires the ability to sit at a desk or in a vehicle for extended periods of time; occasionally stand, bend and reach 
above the employee’s head; occasionally lift and/or move up to twenty-five (25) pounds. 

Ability to pass background check(s). 

Valid Illinois driver’s license & current auto insurance. 
 

Essential Duties: 

Ensures required internal electronic record system and paperwork for HMO/PPO, Medicare, Medicaid and other 
payments are timely and accurate within the data systems.   

Navigate, understand and utilize internal and external electronic record/data systems. 

Reviews encounters, when requested, by claims department and other departments to research and resolve issues 
related to billing. 

Reports to supervisor presentation of documentation that is inadequate, ambiguous, or unclear for coding purposes. 

Practices professional growth and development by meeting requirements for mandatory/continuing education and 
skills competency. 

 
 

KCHD is a smoke free campus & offers a pension, vacation, and paid holidays.  Equal Opportunity Employer  
 
 

Send resume & cover letter to:  Kendall County Health Department 
Attn:  Arissa Hunt, Executive Assistant 
811 W. John Street 
Yorkville, IL  60560 
Fax 630/553-9506 
E-mail awhunt@co.kendall.il.us 


