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TITLE: Medical Coder 

 
DEPARTMENT Finance 

REPORTS TO: Finance Manager JOB CODE 00000 
 

STATUS: Non-Exempt DATE 12/12/2016 
 
 

SUMMARY 
Under the direction of the Finance Manager implements appropriate coding best 
practices in accordance with current laws and regulations for medical and behavioral 
health claims. Performs regular coding audits and implements improvement plans. 
Develops and trains clinical staff to improve coding opportunities to ensure quality 
health outcomes, compliance and to maximize revenue.  
  
 
RESPONSIBILITIES: 

  
x Acts as the primary staff liaison with providers, and effectively communicates to clarify 

diagnoses, procedures coding and documentation requirements, including proper 
sequencing. Must be comfortable educating clinicians.  

 
x Reviews and researches billed procedure codes to determine if a more specific code 

exists. Recommends appropriate ICD-9-CM /ICD-10-CM diagnosis codes and CPT 
codes on all diagnoses and procedures performed. 

 
x Reviews diagnosis and procedure coding within eClinicalWorks on a regular basis, 

including the establishment of a monthly audit protocol to ensure appropriate 
coding for optimal billing. 

 
x Documents and analyze workflows and makes recommendations for 

improvements. 
 
x Develops and implements on-going trainings for clinic support staff and 

providers to ensure federal and regulatory compliance, as well as coding and 
documentation compliance     

 
x    Stays current with coding legal and regulatory changes, local and national trends. 
 
x    Maintains current working knowledge of eClinicalWorks (eCW) updates. 

 
 

x Works closely with clinicians on appropriate use of ICD-10 codes to maximize HEDIS 
and other performance incentives that are submitted through claims data. 
 

x In collaboration with the Quality Improvement team, ensures coding is appropriate 
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to maximize meaningful use and other clinical incentive payments.  
 

x Provides compliance and coding training for new providers during their onboarding 
processes. 
 

x Supports the Medical Biller with improving current medical billing practices. 
 

x Expected to provide a high level of technical proficiency and to serve as a subject 
matter specialist regarding coding and documentation.  
 

x Maintains confidentiality; adhere to all HIPAA guidelines/regulations. 
 
______________________________________________________________________________ 

EDUCATION, TRAINING AND EXPERIENCE 
 

 
 

x High school diploma or GED required, Bachelor’s Degree preferred 
 

x Certification as a Certified Professional Coder or a Certified Coding Specialist required 
 

x Must have at least three years of coding experience. Medical coding required, 
behavioral health a plus. FQHC experience is highly preferred. 
 

x Experience with eClinicalWorks or a similar electronic health record required. 
 

x Knowledge of CPT, HCPCS and ICD-9 and ICD-10 coding protocols, Medi-Cal, and 
Medicare billing. Knowledge of FQHC billing protocols highly desired. Must be proficient 
in the use of Microsoft Office programs. 

 
x Knowledge of federal laws and regulations affecting coding requirements. 

 
x Communicate effectively with providers and another staff. Must be well-organized and 

detail-oriented. 
  
 

SUPERVISORY RESPONSIBILITY 
 
The incumbent in this position does not have any supervisory responsibility.  
  
 

SERVICE VALUES 
 
All employees are expected to provide the very highest level of service to Clinic patients and their 
families.  In addition, their work ethic is expected to reflect the Islamic values and moral principles 
that inspired its founders. These include the core values that are universally shared and revered 
by society at large:   
 

Service 
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Compassion 
Human Dignity 
Social Justice 

Ethical Conduct 
 

 
ENVIRONMENT 

 
The environment for this position is a medical clinic that is clean and comfortable.  It may include 
some minor annoyances such as noise, odors, drafts, etc.  The incumbent is in a non-confined 
office-type setting in which he or she is free to move about at will. 
  
 

PHYSICAL ACTIVITY 
 
In the course of performing this work, the incumbent: 

 
¾ Will spend substantial time standing, sitting, speaking and listening   

 
¾ Must regularly lift and/or move up to 10 pounds, and occasionally lift and/or move up to 

25 pounds  
 
Reasonable accommodations may be made to enable individuals with disabilities to perform 
the essential functions of the job. 

 
EQUIPMENT & SOFTWARE OPERATION 

 
The incumbent in this position may operate any/all of the following equipment: 

 
¾ Telephone, cell phone, fax 
¾ Computer, printer and related equipment 
¾ Copy machine 
¾ Calculator 
¾ Microsoft Office and Excel 

 
 

POSITION REQUIREMENTS 
 
These specifications are general guidelines based on the minimum experience normally 
considered essential to the satisfactory performance of this job.  Individual abilities may result in 
some deviation from these guidelines. 
 
To perform effectively in this position, the incumbent must have: 
 

¾ Working knowledge of clinical billing software, related medical terminology, and billing 
codes 

 
¾ Strong personal computer skills 

 
¾ Solid organizational skills, ability to work under tight deadlines and be detail-oriented 
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¾ Ability to maintain absolute discretion over highly sensitive clinic and medical information 
 

¾ Effective oral, listening and writing communications skills; strong telephone skills essential 
 

¾ Accurate math/accounting skills, sufficient to process and maintain billing records 
 

¾ Ability to work effectively with people of diverse cultures, ages, and economic 
backgrounds 

 
¾ Ability to work as a contributing member of the team 

  
  

COMPESNATION AND BENEFITS 
 

The position is fulltime eligible for health, dental, vision, and 403b retirement plan (no match), 
employee assistant program, and excellent Paid Time Off. The hourly rate is $21.63 - $24.04. 
 
 

ACKNOWLEDGEMENT 
 
I have been given a copy of this position description.  I understand that I may be asked to 
perform responsibilities and duties not listed in the description and that my supervisor may 
change the description at any time, according to Clinic needs. 
 

 
 
Signed:  

 
 
Date: 

 
 


