
 

 

 

Our Mission 

To promote the well-being of the underserved by providing access to high-quality healthcare for all, regardless of ability 
to pay. 

Our services, activities and governance reflect the Islamic values and moral principles which inspired our founders. 
These include the core values which are universally shared and revered by society at large: Service, Compassion, Human 

Dignity, Social Justice, and Ethical Conduct. 
 

Working at UMMA 

  

UMMA is looking for passionate and mission-driven Physician Services Staff who look to make an impact on the lives of 

our patients and the members of our community. These roles include Physicians, Physician Assistants, Nurse 

Practitioners, and other professional staff. For more information on the services we provide, Click Here  

Benefits and Compensation 

UMMA offers a competitive compensation and benefits package with comprehensive and cost-effective medical plans. 

Benefits package includes Medical, Dental, Vision, AD&D and Supplemental Life Insurance, Employee Assistance 

Program Tuition Reimbursement, loan repayment opportunities, 403(b) savings plan, employee discounts, extended 

lunch on Fridays, and more! 

Our compensation plan also includes 12 paid Holidays a year, Paid Time Off (accruals begin on the first day of hire), 

Employee Recognition, and more!! 

 

 

 

 

 

http://www.ummaclinic.org/services/


Current Opening: 

Medical Biller 

Location: Los Angeles, CA 

  

Responsible for billing insurance providers for clinic services to patients ensuring accuracy, completeness and 
timeliness of claim, and compliance with requirements of multiple payment sources. 

QUALIFICATIONS, EDUCATION, AND EXPERIENCE 

High school diploma or GED required, preferred billing certificate. 

Knowledge of medical terminology and billing practices 

Knowledge of the steps involved in processing insurance claims, including medical & 

Medicare regulations 

Ability to work with and learn to use new computer software and adapt easily to changes in regulations 

Must have the ability to work well under pressure and meet strict deadlines 

Experience working with an Electronic Health Records (eClinical Works, or others similar application) management 
system is a plus 

JOB DUTIES 

Verifies billing information for all insurances and submits claims with the supervision of billing manager. 

Process PM160 CHDP forms and mail to the appropriate payers 

Follow up and track denials of claims to resolve the issue 

Follow up and work on self-pay and bad debts projects 

Posting payments and other related duties as required. 

Performs a wide variety of clerical duties including, but not limited to: preparing routine correspondence, filing, 
photocopying, faxing, and answering the telephone and directing calls as needed 

SECONDARY DUTIES 

Cross trains with billing manager in billing duties in the office to provide back up in the absence of others 

Performs related duties as required by the department 

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 

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: 

Will spend substantial time standing, sitting, speaking and listening 

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: 

 Telephone, cell phone, fax 
 Computer, printer and related equipment 

 Copy machine 
 Calculator 
 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: 

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

Strong personal computer skills 

Solid organizational skills, ability to work under tight deadlines and be detail-oriented 

Ability to maintain absolute discretion over highly sensitive Clinic and medical information 

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

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

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

Ability to work as a contributing member of the team 

 


