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REVENUE RECOVERY PROGRAM MANAGER 

 

 FLSA Status: Non-Exempt 

GENERAL DEFINITION AND CONDITIONS OF WORK: 

Performs intermediate skilled clerical and technical work involving the preparation and maintenance of accounts 

receivable, does related work as required.  Work is performed under regular supervision. 

 

This is sedentary work requiring the exertion of up to 30 pounds of force occasionally and a negligible amount of force 

frequently or constantly to move objects; work requires stooping, kneeling, reaching, standing, fingering, and repetitive 

motions; vocal communication is required for expressing or exchanging ideas by means of the spoken word; hearing is 

required to perceive information at normal spoken word levels; visual acuity is required for preparing and analyzing 

written or computer data, determining the accuracy and thoroughness of work, and observing general surroundings and 

activities; the worker is not subject to adverse environmental conditions. 

 

ESSENTIAL FUNCTIONS/TYPICAL TASKS: 

Under the direction of the Fire & EMS Director, will assist with administering the County’s Emergency 

Medical Services (EMS) Revenue Recovery Program, reconciling the billing of ambulance transports, 

managing customer service calls related to patient accounts, performing data entry, records medical 

transcripts and ensuring Medicare billing compliance. 
Manages the patient accounts, billing, EMS Revenue Recovery program the, serves as liaison with Finance Department 

and Treasurer’s office; effectively communicates with Finance and Fire & EMS Administrative staff; 

Creates payment schedules for accounts receivable, insurance remittance advices, and other reports.  Makes adjustments 

and updates as necessary; 

Ensures all appropriate managed care, auto, and private pay accounts are billed in a timely manner.  Ensures all monies 

collected are deposited in an acceptable time frame.  Monitors contractual adjustments, various write-offs, refunds, and 

accounting charge backs for accuracy.  Negotiates settlements of patient accounts; monitors follow-up necessary for all 

patient accounts; handles complex patient accounts or citizen inquiries; 

Prepares financial management reports in accordance with accounting principles, creates reports on collection rates and 

performance measures; performs analysis on revenue projections for EMS services; 

Recommends changes or improvements to EMS billing processes, policies, procedures and work rules; 

Reviews and makes recommendations regarding addendums and/or proposals of managed care contracts; 

Provides training regarding Revenue Recovery program and effective documentation techniques;   

Monitors compliance of laws, rules, and local, state, and federal regulations concerning ambulance billing; 

Manages the monthly Revenue Recovery Accounts Receivable budget; 

Manages the EMS Aid Subscription program; 

Performs daily tasks of contacting hospital personnel to obtain/verify billing and/or demographic information; 

Processes overpayments to insurance companies and patients monthly and provides assistance with daily reconciliation of 

patient care reports; 

Represents the department at community events to present citizens with information pertaining to Revenue Recovery and 

the EMS Aid Subscription programs; 

Performs related tasks as required. 

 

KNOWLEDGE, SKILLS AND ABILITIES: 

 Thorough knowledge of accepted principles of budgeting, accounting, and financial analysis, as they relate to EMS 

billing, collections and accounts receivable operations. Considerable knowledge of policies, procedures, regulations, 

laws and status relating to all aspects of medical accounts receivable program management.  Includes HIPPA, Medicare 

and Medicaid laws and compliance.  Ability to successfully apply program management principles and techniques. 

Ability to prioritize multiple tasks, prepare, monitor and adjust the Revenue Recovery budget; the ability to utilize 

spreadsheet and database systems sufficiently to perform the assigned duties; must be able to work independently to 

resolve problems and/or complaints in a consistent, fair manner.  Must communicate effectively both in oral and 

written format.  

 

EDUCATION AND EXPERIENCE: 

Any combination of education and experience equivalent to graduation from a two year community college with 

coursework in finance, accounting and business administration. Requires experience in accounts receivables, medical 

billing or related field. 


