
Billing Clerk 
 

Do you have a passion for helping the underserved in your community? Are you a team player 
with a good attitude ready to step into a challenging position? Do you have impeccable 
communication and organizational skills to contribute to an amazing team? If you are an 
experienced Billing Clerk and you answered yes to these questions, then The Children’s Clinic 
has a great employment opportunity for you.  
 
The Children’s Clinic, “Serving Children and Their Families” (TCC) has long recognized and 
actively addressed the influence of social determinants of health on our patients and families. 
TCC is committed to eliminating barriers to care, to improve health and lower health systems 
costs by expanding cost-effective, meaningful and innovative health care programs that work.  
 
The Children’s Clinic, "Serving Children and Their Families" (TCC), was founded in 1939 by a 
group of physicians and community leaders who recognized the importance of access to health 
care for all children, particularly those who are from low-income families and who are at risk for 
health problems. Since then, TCC has grown from offering weekly well-child care to daily, full-
service health care with primary care services for children, adolescents, and adults. TCC is 
known as a unique leader in the greater Long Beach community, addressing disparities in health 
by providing quality care for the under-served of all ages, offering them a true “medical home”.  
 
Our Mission:  
 
The Children’s Clinic, “Serving Children and Their Families” (TCC) is guided by our mission “to 
provide innovative, integrated, quality health care that will contribute to a healthy community, 
focusing on those in need and working with patients and the community as partners in their 
overall well-being.” 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES: 
 

 Post a high volume of payments, in compliance with policies and procedures. 
 Ability to read, understand and correctly apply for payments from EOB’s to the proper 

distribution method. 
 Ability to balance the day’s posting and prepare the daily deposit and generating month 

end AR reports. 
 Ability to use a computer to access the Internet to verify patient information using 

established links. 
 Knowledge of Medicare, Medicaid, Managed Care, and other government insurance 

programs. 
 Review open invoices to identify delinquent accounts. 
 Research account discrepancies. 
 Follow up on denied claims and initiate collection calls. 
 Send out appeal letters. 
 Re-billing and claim scrubbing. 



 Communicate collection results/problems with Billing Manager. 
 Make applicable notes to any pertinent collection activity. 

 
EDUCATION AND QUALIFICATION REQUIREMENTS: 
 

 Experience performing the data entry to set up or edit patient accounts and/or post 
charges to patient accounts and medical collections (denial follow up). 

 Experience with, and comprehension of, how to read an EOB and how to use the EOB to 
verify whether the payment was correctly posted. 

 Experience with, and comprehension of, payment application/payment posting and 
collections. 

 Experience with Microsoft Office, including Excel, proficient with spreadsheets and 
creating reports. 

 Experience maintaining medical records of clinic patients in a manner consistent with 
medical, administrative, ethical, legal, and regulatory requirements of the health care 
system. 

 Working knowledge of anatomy and physiology, and of medical terminology. 
 Proficiency in system software, Medical Terminology, General Office machine 

operations, and maintenance. 
 Must type 45 wpm. 
 Must work well with others as well as independently. 
 Must be able to demonstrate multi-tasking skills in a high-stress environment in order to 

adequately keep all parties informed as appropriate while adhering to HIPAA standards 
of confidentiality. 

 Bilingual in English & Spanish required. 
 High School Diploma or Equivalent required. 
 Medical Billing Certificate required 
 Ability to attend/participate in meetings, committees, and training as directed by 

supervisor/manager. 
 Must have professional telephone customer service presentation using basic telephone 

customer service skills - greeting, response to the customer, closing, making inquiries 
and verifying insurance information in compliance with all HIPAA/ confidentiality 
regulations. 

 Must have the working knowledge of insurance payment regulations including various 
reimbursement schemes, coinsurance, deductibles, and contractual adjustments. 

 Excellent communication skills, ability to interact positively with all customers and staff. 
 Must protect and maintain the confidentiality of patient information and handle with 

discretion and integrity. 
 
Physical Demands 
 
The physical demands of this position are those necessary to successfully perform the essential 
functions of this job. Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions. 



Work Environment 
 
The noise level of the work environment is usually moderate. Workspace is in an indoor office 
setting, shared workspace, air conditioned in the summer and central heat during the winter. 
Occasionally required to be outdoors for travel, and can be exposed to variable weather 
conditions. 
 
GENEROUS COMPANY BENEFITS: 
 

 Medical, Dental, & Vision Insurance 
 Company Paid Life Insurance 
 401k with Employer contribution 
 Employee Assistance Program (EAP) 
 Flexible Spending Account (FSA) 
 AFLAC 
 United PetCare Program 
 Paid To Off (PTO) - 22.9 days per year 

 
The Children’s Clinic is an equal opportunity employer committed to a diverse and inclusive 
workforce. Applicants will receive consideration for employment without regard to race, 
color, religion, sex (including pregnancy), age, sexual orientation, national origin, marital 
status, parental status, ancestry, disability, gender identity, veteran status, genetic 
information, other distinguishing characteristics of diversity and inclusion, or any other 
protected status. 
 
External hires must pass a background check/drug screen. Qualified applicants with arrest 
and/or conviction records will be considered for employment in a manner consistent with 
federal and state laws, as well as applicable local ordinances, including but not limited to the 
Los Angeles Fair Chance Ordinances. 
 


