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	Job Title:
	Billing Coordinator
	Job Category:
	Insurance

	Location:
	Paris, KY
	Travel Required:
	None

	Level/Salary Range:
	$20,000-$42,500
	Position Type:
	Full-Time

	HR Contact:
	Kyinsurancejob@gmail.com
	Date Posted:
	1/8/2021

	Job Description

	FULL JOB DESCRIPTION
WE ARE SEEKING AN BILLING ADMINISTRATOR TO JOIN OUR TEAM! YOU WILL PERFORM CLERICAL AND ADMINISTRATIVE FUNCTIONS IN ORDER TO DRIVE COMPANY SUCCESS.

RESPONSIBILITIES:

-DRAFT CORRESPONDENCES AND OTHER FORMAL DOCUMENTS
-COORDINATE DATA ENTRY, BILLING, AND MONTHLY REPORTS
-GREET AND ASSIST ONSITE GUESTS
-ANSWER INBOUND TELEPHONE CALLS
-DEVELOP AND IMPLEMENT ORGANIZED FILING SYSTEMS
-PERFORM ALL OTHER OFFICE TASKS

QUALIFICATIONS:

-PREVIOUS EXPERIENCE IN OFFICE ADMINISTRATION OR OTHER RELATED FIELDS
-ABILITY TO PRIORITIZE AND MULTITASK
-EXCELLENT WRITTEN AND VERBAL COMMUNICATION SKILLS
-STRONG ATTENTION TO DETAIL
-STRONG ORGANIZATIONAL SKILLS
-HIGH SCHOOL DIPLOMA OR ABOVE

CANDIDATES MUST BE WILLING TO SUBMIT TO A DRUG TEST.

COMPENSATION IS BASED ON RELEVANT EXPERIENCE AND QUALIFICATIONS.
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