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BOONE MEMORIAL HOSPITAL, INC. 

JOB DESCRIPTION 

MEDICAL SECRETARY / INSURANCE AUTHORIZATIONS 

 

 

Employee Name: _______________________________________________________________________ 

 

 

REPORTS TO: Director of Sports Medicine Center, Rehab One, LTD. 

 

BASIC FUNCTION: 

Basic Function: Accountable for the timely, tactful and accurate performance of a variety of 

secretarial/clerical duties for all therapy departments.  Primarily insurance authorizations, data charge entry. 

 

SKILLS 

 Excellent communication and people skills 

 Good telephone etiquette 

 Type/keyboarding 65 wpm 

 Transcription experience 

 Ability to multitask 

 Answer multiple phone lines 

 Insurance authorization experience 

 Medical Office experience 

 Proficient in Excel, MS Office and Word 

 Experience in Patient referrals and insurance authorizations 

 

 

ESSENTIAL DUTIES: 

1. Provide optimum support to the assigned Director and the Therapy staff, through the performance of 

responsible and detailed secretarial and clerical duties. 

2. Perform all patient treatment charges, maintaining an accurate and up to date charging system. Pick 

up/delivery to billing department daily. Keep director apprised of any delay or problems that arise. 

Verify all charges are in the book and are added on a daily basis. Charges must be input into the 

computer by 10 a.m. daily, if applicable. 

3. Perform any and all tasks related to insurance authorizations of therapy patient’s inpatient and out-

patient. 

4. Maintain assigned work schedule with no unauthorized overtime. 
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5. Be familiar with Medicare charts are pulled by the 24th of each month and 700/701 forms are 

completed and returned by the therapy staff. Xerox, if applicable with prescriptions and forwarded to 

billing by the 4th of the following month. 

6. Insure all dictation is accurate, timely and hand delivered to on campus physicians. Fax to work of 

off-campus physicians with hard copy being mailed. 

7. Be familiar with companies insuring authorization of patient treatment. 

8. Compile and process documents to ensure completeness, accuracy and compliance with 

departmental requirements. 

9. Ensue all patients within 48 hours or sooner. Patients are checked off and announced by microphone 

at the scheduled time. Cancellations and no-shows are accurately marked in schedule book and chart. 

10. Maintain an accurate filing system for the department. Create categories and components of the 

filing system to insure efficient storage. Keep originals and copies in professional, neat, legible 

manner. 

11. Maintain open correspondence with other hospital departments including: Acute Care, Billing, 

Patient Accounts, Admitting, Employee Health, Information Systems, and Personnel. 

12. Maintain medical charts: A. labeled according to insurance. B. pull discharges weekly and give to 

therapist for follow up. C. note cancellation/no-shows in chart. D. assists with maintaining up to date 

managed care information. 

13. Maintain working office equipment, including inventory, maintenance agreements, new installation 

and/or repairs of all office equipment with approval of director. 

14. Develop/maintain rapport with other hospital departments and doctor's offices and those outside 

agencies involved with Sports Medicine Center. 

15. Assist in outside programs/ events as needed/requested by director. 

16. Maintain department work area neat, clean and free of any food, drinks and Cell phone. 

17. Demonstrate positive customer service and co-worker relationship. 

18. Participate in the continuous, quality improvement activities of the department and institution. 

19. Perform work in a cost effective manner. 

20. Other duties as required by director or department needs. 

 

NON ESSENTIAL DUTIES:        Perform related duties as assigned. 

 

PHYSICAL REQUIREMENTS: The following are physical requirements that are essential to this job: 

1. Reading 

2. Written Language 

3. Vehicle use 

4. Hand-eye coordination (typing/Keyboard) 

5. Equipment operation (computer, telephone, copier, fax, dictation equipment, calculator) 

6. Sitting, length of time 5-6 hours- reason, office work 

7. Standing, length of time 2 hours- reason, filing and running errands 

8. Walking, length of time 2 hours- reason, within suite and hospital campus 

9. Lifting, up to 25 lbs. 

10. Reaching/pulling, 10#- reason, open/close windows, pulling files, etc. 

11. Kneeling/crouching/stooping/squatting/crawling/twisting upper body 

12. Coordination of simultaneous operations, (telephone messages/patient reception/ typing/filing. 

13. Mathematics 

14. Vision 

15. Hand coordination 

16. Hearing 
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JOB REQUIREMENTS: 

 

1. Must have a high school diploma. 

2. Three to five years’ experience preferred in managed care insurance authorization. 

3. Must exhibit moderate level of judgment used in decision making. 

4. Perform job with general supervision which would require working alone on regular duties and 

referred questionable duties. 

5. Requires complete confidentiality. 

6. Requires normal vision and mental attention with manual coordination. 

7. Working environment is a normal office environment. 

8. Prefer experience with Orthopedic, Sports Medicine, Industrial therapies, physical therapy 

background (including terminology, referring system, billing procedures, and diagnosis).  

9. Prefer experience with Orthopedic, Sports Medicine, Industrial therapies, physical therapy 

background (including terminology, referring system, billing procedures, and diagnosis).  

10. Confidentiality is a must. 

11. Prepare, revise, and release information in a timely and confidential manner.  

12. Cooperation with fellow employees and supervisor(s) and patients. 

13. Typing sixty-five (65) words per minute; efficient computer skills (including Dbase, 

WordPerfect 8, Microsoft excel spreadsheet, installation knowledge of computer and 

telecommunication systems); efficient in purchasing procedures, accounts payable and 

invoicing procedures. Prefer experience with Orthopedic, Sports Medicine, Industrial 

therapies, physical therapy background (including terminology, referring system, billing 

procedures, and diagnosis). Prefer experience working by referral systems (including 

Worker's Compensation, Attorney General Office, law offices, and MD referrals) which 

include all aspects of patient care from referral, billing, reimbursement procedures, 

preparing discharge/release documentation. Must be knowledgeable of rehabilitation 

programs/coordinators including employer service corporation, WVDRS, workers 

compensation, etc. Efficient in concept of documents released to the above agencies. 

Prepare, revise, and release information in a timely and confidential manner. Must 

understand the concept of all aspects of therapies. 
 

I have read and understand the above listed duties and responsibilities and agree to abide by these duties and 

tasks and work cooperatively with all staff, providers and supervisors.  I will be kind and courteous to all 

patients and utilize professional telephone etiquette when on the telephone with patients, providers and other 

office related personnel. 

 

 

 

 

______________________________________________ _______/_______/________ 

Employee Signature          Date 

 

 

 

 

 


