
 Kheir Senior Billing Specialist (ADVANCED Biller) 
 
 

 

Senior Billing Specialist (ADVANCED Biller) 

Full-Time, Exempt Position 
 

SUMMARY STATEMENT 

We are looking for an experienced, organized, independently motivated individual to work under the 

direction of the Controller & Vice President of Operations & Patient Services to supervise our company's 

medical billing team. We are a 501(c) 3 nonprofit organization providing healthcare and support services to the 

underserved population. We operate two Federally Qualified Health Centers (community clinics) serving 

primarily Medi-Cal and LA County coverage recipients, with a small number of cash and commercial HMO 

patients. There are lateral and vertical job opportunities within our energetic and diverse organization. 

 

ESSENTIAL FUNCTIONS/RESPONSIBILITIES  

- Train, supervise, evaluate and discipline billing department staff 

- Develop and maintain procedures for efficient and accurate processing of claims 

- Process claims and send to the appropriate billing agency/company 

- Coordinate the workflow related to billing and patient accounts (both via paper documents and electronic 

medical records/files) 

- Supervise the monitoring and reconciliation of third party insurance/coverage remittances and cash 

collections 

- Review and edit patient billing procedures and develop new procedures as needed to maintain compliance 

with local, state and federal regulations 

- Address all patient issues related to billing/reimbursement 

- Attend all billing department meetings and additional meetings at the request of the Director of 

Finance/Controller and Vice President 

- Perform other duties as assigned 

 

MINIMUM QUALIFICATIONS 

- High school diploma required. 

- MUST have minimum 3 years medical billing experience in a paid position; experience in a community clinic 

is highly desired 

- Medical billing & coding certification REQUIRED; Bachelor's degree in related field preferred but not 

required 

- MUST have direct supervisory experience of paid employees 

- MUST be extremely well-versed in Excel 

- Follow up on assignments, show initiative, be self-motivated, and have a strong work ethic 

- Possess strong time management skills, including deadline prioritization of multiple projects with real-time 

timelines for assignments 

- Is committed to producing accurate and high-quality work 

- Must have ability to establish and maintain effective working relationships with medical providers and peers 

- Must maintain confidentiality pursuant to HIPAA and the HITECH Act regulations 

- Must have reliable transportation, current driver's license and auto insurance 

 
  


