
Medical Biller & Coder 

 

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 Medical Biller and Coder 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.” 
 

Position Summary: 
 

The primary responsibility of this position is to obtain accurate reimbursement for healthcare 

claims. In this position, you will play a key role in reviewing and analyzing medical billing and 

coding for processing. You will review and accurately code office and hospital procedures for 

reimbursement. 
 

Essential Duties/Responsibilities 
 

 Review billing workqueues on a daily basis for potential claims to be processed 

 Process an average of 80 claims daily 

 Review registration/information is accurate 

 Familiar with Medi-Cal, Managed care, Medicare, TCC Uninsured programs, and third 
party payors 

 Track and document pending PM160’s 

 Process PM160 forms according to charge review and CHDP guidelines 



 Create and mail insurance claims and patient statements. 

 Rebill insurance companies or other third parties to secure payment for patients. 

 Receive and review patient charts and documents for accuracy 

 Ensure that all codes are current and active 

 Report missing or incomplete documentation 

 Meet daily coding production 

 Update and maintain document lists 

 Performs accurate charge entries 

 Ensure proper coding on provider documentation 

 Serves as resource regarding insurance resolutions and coding questions 

 Follows coding guidelines and legal requirements to ensure compliance with federal and 

state    regulations 

 Works closely with compliance department to assist in coding compliance and usage 

 Will be responsible for interfacing with Front Office , Managers, QI Department and 

Providers to train on best billing practices 

 Provide coding expertise to Billing and QI Department 

 Attend QI meetings as needed 

 Other duties may be assigned 

 

Knowledge, Skills and Abilities (minimum qualifications) 

 

 2 -5  years of general billing experience 

 Bilingual in English and Spanish preferred 

 Knowledge of Practice management software Epic preferred 

 Writes clearly and informatively; presents numerical data effectively 

 Shows respect and sensitivity for cultural differences 

 Knowledge of accounting software, Excel and Word  

 Medical Coding Certificate; meet state licensure requirements 

 Maintain coding certification and attends in-service training as required 

 Two (2) years of medical coding experience 

 Understanding of medical terminology, anatomy and physiology 

 Ability to work independently or as an active member of a team 

 Excellent verbal and written communication skills 

 
Competencies: TCC completes an annual review of the following competencies. It is the 

employee’s responsibility to reach and maintain individual goals set forth in each area: 

 Communications/Customer Service  Productivity & Quality of work 

 Computer skills/Job Knowledge  Patient & Public relations 

 Dependability/Flexibility   Team & People relations 

 Decision Making/Initiative  Planning & Organizing 

 Mission/Objectives  

 



Physical Demands  
 

Employee must possess the ability to sit at a desk and in front of a computer for extended 

periods of time, while taking appropriate breaks to ensure safe working practices. While 

performing the duties of this Job, the employee is regularly required to use hands to finger, 

handle, or feel. Employee will be required to frequently type using 10 key for date entry. The 

employee is occasionally required to stand; sit and talk or hear. The employee must 

occasionally lift and/or move up to 25 pounds.  Specific vision abilities required by this job 

include close vision. Employee may be required to assist with patient transfer in case of an 

emergency.  
 

Work Conditions 
 

General office conditions, the noise level in the work environment is usually moderate. 
 

Limitations and Disclaimer 
 

The above job description is meant to describe the general nature and level of work being 

performed; it is not intended to be construed as an exhaustive list of all responsibilities, duties, 

skills and physical demands required for the position. 

This job description is subject to possible modification to reasonably accommodate disabled 

individuals. Some requirements may exclude individuals who pose a direct threat or significant 

risk to the health and safety of themselves or other employees. 

This job description in no way states or implies that these are the only duties to be performed 

by anyone occupying this position. Employees are required to follow any other job-related 

instructions and to perform other job-related duties requested by their supervisor in 

compliance with State and Federal laws. 

The job requirements represent the minimum levels of knowledge, skills, and/or abilities. To 

perform this job successfully, the employee must possess the abilities to perform each duty 

proficiently. Continued employment remains on an “at-will” basis. 
 

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 Time 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. 
 


