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Majestic Billing Services LLC 1125 Huntington Dr Anna, TX 75409

Job Title: Medical Records Specialist
Department: Medical Records
Reports To: Medical Records 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 a Medical Records Clerk specializing in Home Health Billing with a focus on Pre-Claim Review
Submissions, you play a critical role in ensuring the accuracy, compliance, and timely processing of medical records
related to home health billing activities. Your responsibilities include fulfilling Medical Records Requests from
government payers and other payers, leveraging your clinical expertise to understand and navigate home health charting
effectively.

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. Pre-Claim Review Submissions:

e Collaborate with the Medical Records Manager to prepare and submit accurate and compliant pre-claim
review submissions.

e Ensure accuracy and completeness of all medical records submitted for pre-claim reviews.

e Confirm the acceptance of submissions and correct the submissions as appropriate for non-accepted
submissions.

e Affirmed: Record the UTN (Unique Tracking Number) appropriately within the Agency EMR and within
the Pre-Claim Review module of Zoey.

¢ Non-Affirmed: For non-affirmed submissions, research the reason for non-affirmation. Once the reason
is identified, collaborate with the agency for needed improvements to documentation and resubmit.

2. Medical Records Requests:
e Respond to Medical Records Requests from government payers, insurance providers, and other relevant
entities.
e Collaborate with internal and external stakeholders to fulfill requests accurately and within specified
timelines.

3. Clinical Expertise:
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e Demonstrate a high level of clinical knowledge, especially in home health charting, to accurately
interpret and assess medical records.
e Stay informed about industry changes, regulations, and coding updates relevant to home health billing.

4. Collaboration and Communication:

e Work closely with the Medical Records Manager to address any discrepancies, provide insights, and
streamline processes.

e Collaborate with other departments, including Billing, and agency staff to ensure cohesive and accurate
medical record submissions.

5. Any other duties as assigned.

Qualifications:

Minimum of 2 years of clinical experience, preferably in home health, with a deep understanding of home health
charting.

Familiarity with home health billing processes and pre-claim review submissions.

Strong written and verbal communication skills for effective collaboration and response to Medical Records
Requests.

Exceptional attention to detail to ensure accuracy and compliance in medical record submissions.

Ability to work collaboratively in a team environment and contribute to the overall success of the Medical
Records department.

Skills and Abilities:

Strong organizational and time-management skills.

Excellent communication and interpersonal skills.

Detail-oriented with a focus on accuracy and compliance.

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 "Medical Records Specialist Application - [Your Name]".
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