
Snyder Village 

Position Description 

Position Title: Insurance Biller   

FLSA Status: Non-Exempt   

Reports To: Accounting Supervisor  

General Description  

Prepare Medicare, Medicaid and other insurance billings and processing. Assist with 

resident admission and general clerical processing . Assist with resident insurance 

benefits and collections.    General admission process functions including background 

checks, generation of resident contracts, inputting of resident information.  Various office 

tasks as necessary or when necessary including admissions, filing, copying, switchboard 

operations & input of data as assigned. Digitizing of accounting records where applicable 

or as directed.  General accounting tasks as requested by Accounting Supervisor or 

Controller. 

Minimum Training, Experience and Certification Requirements 

High School Diploma or GED equivalent required.  Experience in related field preferred. 

HOURS OF WORK: 

Monday through Friday-8:00 a.m. to 4:30 p.m. 

Personal Characteristics 

1. Must be willing to uphold Snyder Village Mission and Values. 

2. Must have patience, tact, and enthusiasm, as well as the willingness to handle 

difficult situations with residents and families. 

3. Must be able to build trusting relationships. 

4. Must be able to function independently, have flexibility, personal integrity, and the 

ability to work effectively with all managers and personnel. 

5. Must have good oral and written communication skills.  



Job Responsibilities, Duties and Authority 

1. Prepare monthly insurance billing submissions. 

2. Backup to Medicaid, Collections and Account Specialist  

3. Set up and maintain resident computer and paper files or records.  Record 

information as per procedure.   

4. Digitize resident’s existing data or new submitted data as necessary.  

5. Assist the front office as necessary including switchboard responsibilities. 

6. Assist families with questions as required. 

7. Observe all privacy regulations including HIPPA and corporate compliance 

requirements. 

8. Other duties as assigned. 

Working Conditions 

1. Works in office area(s) as well as throughout the Snyder Village organization. 

2. Sits, stands, bends, lifts and moves intermittently during working hours. 

3. Is subject to frequent interruptions. 

4. Is involved with personnel, residents, families and other visitors under all 

conditions and circumstances. 

5. Is subject to hostile and emotionally upset personnel, residents and families. 

6. May work beyond normal working hours, on weekends, and in other 

positions temporarily in staff emergencies and to ensure proper care for all 

residents. 

7. Must be able to lift, pull, push and move equipment, supplies, etc. 

Employee Acknowledgment 

I have read and understand this job description and will perform the above duties to the 

best of my ability. 

Employee 

Signature_________________________________________Date__________________ 

Financial Controller    ______________________________  Date__________________


