
Position:
Program:
Department:
Reports to:
Salary:
Status:
Probation:
Benefits:

Patient Services and Billing Supervisor
Sexual Health and Education Program (SHEP)
Health & Mental Health Services
Program Manager, SHEP
$45,000/year
100%, Full-Time, Exempt
180 days
Medical, Vision, Dental, and Life Insurance; also including Long Term Disability,
an Employee Assistance Program, and a 403B retirement plan

JOB SUMMARY:
Directly responsible for day-to-day clinic operations and ensuring implementation and collection of third party reimbursement for SHEP
services provided at the satellite location in West Hollywood.

ESSENTIAL FUNCTIONS:
1) Oversees the patient appointment system, clinic patient flow, day-to-day reception, client co-pay collections, financial screening

and medical records activities, including documentation requirements;
2) Responsible for coordinating communication among counseling, nursing, medicine, and pharmacy and billing staff;
3) Work with staff to ensure a customer focused atmosphere that minimizes appointment waiting times, encourages friendly and

polite interactions, and provides clear and accurate explanations of services;
4) Ensures that all requirements of local, state and federal funding agencies are met with regard to intake, patient financial screening,

case management, and medical records;
5) Functions as primary point person for complex or problematic client issues; investigates patient complaints and / or concerns;

provides resolution or feedback in a timely manner;
6) Develops and implements necessary policies and procedures, in conjunction with appropriate staff, as needed to ensure essential

functions are understood clearly and standards and goals are met;
7) Responsible for facilities issues (e.g., HVAC, lighting, maintenance, mail delivery, security), and office and medical supply

ordering;
8) Determine if accounts are billed properly, and that all payments and adjustments have been applied correctly;
9) Prepare analysis such as dashboards for departmental senior staff and finance to monitor and proactively address deficiencies in

the revenue cycle.

ADDITIONAL RESPONSIBILTIES:
1) Others duties as assigned.

JOB QUALIFICATIONS AND EXPERIENCE:
1) Strong management skills, including team building and supervision with the ability to work independently;
2) Extremely detail-oriented and able to provide precise quality control;
3) Excellent verbal and written communication skills, and organizational skills;
4) Ability to work in a fast paced environment, handle multiple tasks, and be detail oriented;
5) Minimum of four years HIV/STD prevention experience.
6) Experience with medical billing including: Medi-Cal, Medicare, Private Insurance strongly desired;
7) Sensitivity and ability to serve clients from a diverse background.

TRAINING, EDUCATION AND LICENSURE:
1) 6 – 8 years experience in psychology, social work, or public health and/or equivalent education.

The Los Angeles LGBT Center is an Equal Opportunity Employer and is committed to fostering diversity within its staff.
Applications are encouraged from all persons regardless of their race, color, ancestry, religious creed, national origin, sex, sexual
orientation, gender identity, gender expression, medical/physical/mental condition, pregnancy/childbirth and related medical
condition, age, marital status, or veteran status.

E-mail resume and cover letter as a word attachment to jobs@lalgbtcenter.org website: www.lalgbtcenter.org
Or submit application/resume to: Los Angeles LGBT Center, Human Resources Dept., 1625 N. Schrader Blvd., Los Angeles, CA 90028

mailto:jobs@lalgbtcenter.org?subject=Applying_for_Patient_Services_and_Billing_Supervisor_SHEP
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