
1 

 

 
Job Description 

Medical Coder/Auditor 

 

Department: Compliance Prepared By: Emma Nkwam, Director of Quality and 

Compliance 

Reports To: Director of Quality and Compliance Approved By: John Nguyen, Chief Medical Officer 

FLSA Status: Exempt / Grade 20 Approved Date: August 2018 

 

SUMMARY: 

Under direction of the Director of Quality and Compliance, the Medical Coder/Auditor reviews services 

provided and compares them to EHR and billing records to determine accuracy.  The Medical Coder/Auditor 

is responsible for performing quality reviews of outpatient medical records to validate the integrity of ICD-

9/ICD-10 diagnoses and procedures as well as CPT/CPT II coded procedures.  The Medical Coder/Auditor 

reviews medical records and other documentation to identify under and over coded services, prepares 

reports of findings and meets with management to educate on and improve coding practices.  The Medical 

Coder/Auditor ensures appropriate coding and maintains compliance documentation. The Medical 

Coder/Auditor ensures that billing is optimized, and errors are minimized by identifying opportunities through 

audit and observation. The Medical Coder/Auditor remains abreast of regulatory and procedure changes 

which may affect coding compliance and /or reimbursement. 

 

ESSENTIAL JOB DUTIES AND RESPONSIBILITIES: 

1. Supports and implements the organization’s vision, mission and values. 

2. Determines priorities and method of completing daily workload to ensure that all responsibilities are 

carried out in a timely manner. 

3. Performs all job functions in a professional and courteous manner. This includes answering all general 

phone calls timely and providing excellent customer service to internal and external customers. 

4. Reviews and researches billed unlisted procedure codes to determine if a more specific code exists and 
should be used. 

5. Maintains professional and technical knowledge by attending educational workshops; reviewing 

professional publications; establishing personal networks; participating in professional societies as 

necessary or required. 

6. Fosters and promotes a culture of service excellence and accountability.  

7. Effectively communicates with providers to clarify diagnoses, procedure coding and documentation 

requirements, including proper sequencing. 

8. Reviews assigned ICD-9-CM / ICD-10-CM codes, which most accurately describe each documented 

diagnosis and/ or procedure according to established ICD-9-CM / ICD-10-CM and CPT-4 coding 

guidelines along with modifier usage and medical terminology.   

9. Monitors all coding accuracy at various levels of detail and maintains coding quality as needed. 

10. Tracks coding issues and reviews coding inaccuracies to highlight areas of improvement. Reports or 

resolves escalated issues as necessary. 

11. Performs a comprehensive medical records review to assure the presence of all component parts 

including patient and record identification signatures, dates where required, and other necessary data 

in the presence of all reports which appear to be indicated by the nature of the treatment rendered. 
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12. Monitors, audits and reconciles all documents required for data entry, returns incomplete or 

questionable documents to generating location or provider. 

13. Provides a high level of technical education and serves as a subject matter specialist regarding coding 

and documentation.  

14. Supports and educates team members about coding best practices and procedures to meet compliance 

and regulatory requirements. 

15. Reviews payment denials, underpayments, and payment take backs for appropriateness and guides 

resolution by resubmission to the insurance carrier, patient billing, or appropriate adjustment. 

16. Collaborates with interdepartmental or cross-functional teams for assigned projects and provides 

departments with coding issues and updates to be shared with providers to ensure timely and accurate 

claim payment. 

17. Utilizes audit results to provide data driven feedback to providers and management to improve coding 

accuracy and identify opportunities for improvement and re-training. 

18. Ensures and monitors completion and accuracy of all encounter forms for all new and continuing 

patients. 

19. Assists business services with maintenance of data files necessary to perform tasks. 

20. Complies with organizational policies and procedures. 

21. Performs all other duties as assigned. 

 

QUALIFICATIONS: 

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The 

requirements listed below are representative of the knowledge, skill, and ability required.  Reasonable 

accommodations may be made to enable individuals with disabilities to perform the essential functions. 

 

EDUCATION/EXPERIENCE: 

AA degree or equivalent with three years Certified Professional Coder (CPC) with billing office experience 

required. Must demonstrate a clear understanding of medical terminology, Current Procedural Terminology 

(CPT) and International Classification of Disease (ICD) coding. Medi-Cal, Medicare, and outpatient coding 

experience or equivalent. Working knowledge of billing for a multi-discipline practice and general computer 

systems required. 

 

LANGUAGE SKILLS: 

Ability to read and interpret documents, such as policies and procedures, benefits information, benefit surveys, 

board minutes, routine mail, simple contracts, and procedure manuals. Ability to compose routine reports and 

correspondence. Ability to speak effectively with employees, visitors and management. 

 

MATHEMATICAL SKILLS: 

Ability to read and interpret documents, such as policies and procedures, benefits information, benefit surveys, 

board minutes, routine mail, simple contracts, and procedure manuals.  Ability to compose routine reports 

and correspondence.  Ability to speak effectively with employees, visitors and management. 

 

REASONING ABILITY: 

Ability to apply common sense understanding to carry out instructions furnished in written, oral, or diagram 

form. Ability to deal with problems involving several concrete variables in standardized situations. Ability to 

apply common sense to daily situations that arise. Ability to make decisions and execute timely to produce 
positive outcome. 

 

OTHER SKILLS AND ABILITIES: 

1. Must be comfortable educating providers. 

2. Organizes and prioritizes work with minimum supervision.  

3. Performs most essential job duties independently and exercises good judgment.  
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4. Must be flexible and detail oriented.  

5. Demonstrates initiative and creativity in assigned work while constantly attempting to improve 

workflows. 

6. Demonstrates ability and flexibility to work in other areas of the organization as needed. 

7. Adheres to company’s policies and procedures. 

8. Demonstrates required knowledge, skills, education for job functions. 

9. Demonstrates knowledge of current compliance standards for federal, state and local regulatory 

agencies. 

10. Maintains and promotes a safe work environment. 

11. Demonstrates excellent communication skills, both oral and written. 

12. Demonstrates proficiency in computer applications such as Microsoft Excel, Power Point, Word and 

Outlook. 

13. Displays positive outlook on the job and promotes professional behavior always. 

14. Diplomacy skills to work effectively in politically sensitive situations. 

15. Manages time efficiently and follow through on duties to completion. 

 

PHYSICAL DEMANDS: 

The physical demands described here are representative of those that must be met by an employee to 

successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable 

individuals with disabilities to perform the essential functions. 

 

While performing the duties of this job, the employee is regularly required to use hands to finger, handle or 

feel and reach with hands and arms.  The employee frequently is required to stand, walk, and sit.  The 

employee is occasionally required to climb or balance, stoop, kneel, crouch or sit.  The employee must 

frequently lift and/or move up to 10 pounds and occasionally life and/or move up to 30 pounds.  The 

employee is occasionally required to ascend and descend one flight of stairs.  Specific vision abilities required 

by the job include close vision, color vision, and ability to adjust focus. 

 

WORK ENVIRONMENT: 

The work environment characteristics described here are representative of those an employee encounters 

while performing the essential functions of this job.  Reasonable accommodations may be made to enable 

individuals with disabilities to perform the essential functions. 

 

The noise level in the work environment is often low.  However, there are many times when there is a high 

ambient background noise of phones and multiple conversations.  Must be able to screen out the background 

noise to concentrate on the work at hand. 

 

 

I have read and understand the above job description. 

 

 

_______________________________________________________ ____________________________  

Employee Name (Please print)     Date 

 

_______________________________________________________ 

Employee Signature 


