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Majestic Billing Services LLC 1125 Huntington Dr Anna, TX 75409

Job Title: Eligibility and Authorization Specialist
Department: Eligibility & Authorizations
Reports To: Eligibility & Authorization Manager
Location: Remote or Onsite

Position Type: Full-Time or Part-Time
Compensation Structure: Hourly

About Majestic Billing Services LLC: Majestic Billing Services LLC is a dynamic and forward-thinking company specializing
in comprehensive billing solutions for the home health industry. We pride ourselves on delivering top-notch services,
ensuring seamless reimbursement processes for our clients.

Position Overview: As an Eligibility and Authorization Clerk at Majestic Billing Services LLC, you will play a crucial role in
supporting the Home Health Billing department. Reporting directly to the Eligibility and Authorization Manager, you will
be responsible for ensuring accurate and timely verification of patient eligibility, obtaining authorizations, and facilitating
the billing process. Your attention to detail, communication skills, and ability to collaborate with various stakeholders will
contribute to the overall success of our billing operations.

Benefits Eligibility:

Majestic Billing Services LLC affords the following Benefits to Full Time (Non-Contract) Employees:
e 6 Paid holidays — Eligible from Start Date
e Group Medical Plan — Eligible after 90 Day Probationary Period is Complete
e PTO (Paid Time Off) — Eligible after 1-year continuous employment.

Key Responsibilities:

1. Eligibility Verification:
e Verify patient insurance information to ensure accuracy and eligibility for billing purposes.
e Work closely with Eligibility and Authorization Manager, insurance providers, and clients to obtain and
confirm eligibility status.
e Report verification results to requesting agency within a two-hour period via Zoey.

2. Authorization Management:
e Collaborate with healthcare providers to obtain necessary authorizations for home health services.
e Maintain a systematic record of obtained authorizations and communicate with the Authorization
Manager for any discrepancies or issues and report.

3. Documentation and Record Keeping:
e Maintain detailed and accurate records of patient eligibility and authorization information.
e Ensure that all documentation complies with regulatory requirements and company policies.

4. Communication:
e Effectively communicate with internal departments, healthcare providers, and insurance representatives
to resolve any eligibility or authorization-related inquiries.
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¢ Notify relevant stakeholders and Eligibility & Authorization Manager promptly of any authorization issues
that may impact billing processes.

5. Team Collaboration:
e Collaborate with the Eligibility and Authorization Manager to streamline processes and improve
efficiency within the Home Health Billing department.
e Provide support to team members as needed to achieve department goals.

6. Any other Duties as Assigned
Qualifications:

e High school diploma or equivalent; additional education in healthcare administration or related field is a plus.
e Proven experience in healthcare billing, eligibility verification, or authorization management.

e Familiarity with insurance processes and regulations related to home health services.

e Excellent organizational skills and attention to detail.

e Strong communication and interpersonal skills.

e Ability to work independently and collaboratively in a fast-paced environment.

Skills and Abilities:
e Strong organizational and time-management skills.
e Excellent communication and interpersonal skills.
e Detail-oriented with a focus on accuracy and compliance.
e Proficient in using billing software and Microsoft Office applications.

How to Apply:

Interested candidates are invited to submit their resume and a cover letter detailing their relevant experience to
ashley@majesticbillingservices.com or bonnie@majesticbillingservices.com.

The subject line should include "Eligibility and Authorization Specialist Application - [Your Name]".

Majestic Billing Services LLC is an equal opportunity employer. We encourage candidates of all back
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