
 

 

 

 

Biller 

Employer  

South Central Kansas Medical Center 

6401 Patterson Pkwy,   

Arkansas City, KS 67005 

620-442-2500 

Job Description  

Description: 

A coding and billing specialist helps the to manage insurance claims, invoices, and payments. 
The day-to-day work of a medical coding and billing specialist includes: 

• Properly coding services, procedures, diagnoses, and treatments 

• Preparing and sending invoices or claims for payment 

• Correcting rejected claims 

• Tracking payments 

• Following up with patients and insurance companies about outstanding bills 

Other Requirements 

Medical Terminology 

To code properly, a basic understanding of medical terminology is essential. This includes 
anatomy and physiology terms, diagnosis and procedural terminology, etc. 

Basic Math Skills 

Candidate must be able to do basic arithmetic to determine the proper billing amounts. While 
the billing system may automatically populate forms with the proper amounts for insurance 
claims based on the codes entered, you may need to calculate the remaining amounts due from 
patients or set up payment plans where applicable. 
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Computer Skills 

The medical billing and coding process requires a working knowledge of computer systems and 
relevant medical software. The ability to learn new programs is also a plus. 

Communication Skills 

Part of the medical billing process may involve contacting patients for payment. The ability to 
communicate effectively and professionally is necessary for this aspect of the job. Some 
patients may be stressed, upset, or angry when faced with medical problems and a large bill, so 
good communication skills can help make these conversations a little easier. 

Use of Basic Office Equipment 

In addition to having a level of computer proficiency, a medical coding and billing specialist will 
need to be able to use other basic equipment, such as a 10-key calculator, printer, copier, 
scanner and phone system. 

 

Apply  

Apply Here  

The SCKMC application process consists of three forms: 

1. General Application   2. Release Authorization   3. Confidentiality Agreement 

Please complete ALL THREE forms. 

 

https://sckrmc.com/careers/

