NANTUCKET COTTAGE HOSPITAL
57 Prospect Street, Nantucket, MA 02554

JOB DESCRIPTION
Job Title: Revenue Analyst Department: Patient Accounts
Position Reports To: Revenue Cycle Manager Date Written: June 2008
Shift: Monday — Friday, 40 hours per week Date Revised:
Salary/Pay Grade: Employment Classification: Exempt

Job Summary:

Under the direction of the Revenue Cycle Manager, the Revenue Analyst is responsible for a variety of revenue
analysis activities, including the dissection of regulatory changes and how they impact Hospital Revenue, CDM
development, and various charge capture projects. Incorporating knowledge of reimbursement rules,
regulations, and policy, this role will contribute as technical advisor on reimbursement issues as they develop by
utilizing knowledge of coding and billing regulations.

Essential Job Duties and Responsibilities

1. Maintains the charge description master and other CPSI tables.

2. Identifies charge capture/reimbursement problem areas and works with staff to resolve problems and
optimize reimbursement and/or profitability.

3. Functions as liaison between Finance Department and Clinical Departments for assistance and
coordination of financial and/or statistical information related to revenue initiatives.

4. Works collaboratively with Health Information Management to identify and resolve issues effecting
production of “clean claims” and timely reimbursement.

5. Ensures compliance with P & P.
6. Updates metrics to monitor revenue cycle.
7. Trains staff members, as needed.

8. May fill in the role of Admitting Coordinator, as needed. Covers Revenue Cycle Manager absences.



Essential Job Duties and Responsibilities (cont.)

9. Identifies patterns, assist in design and implementation of workflow changes to reduce billing errors.

10. Assists in facilitating procedures for departments to maintain timely and accurate data capture.

11. Reviews system generated error reports to correct and or complete inaccurate or missing data on a timely
basis. Resolves error reports associated with billing process.

12. Ensures that departments have the latest updates of all regulatory compliance documents.

13. Assists in facilitating the implementation of new charge capture design/workflow.

14. Completes charge capture audits, with the goal of minimizing revenue loss and compliance issues.

15. Completes any transactional tasks associated with front-end billing processes.

16. Performs other activities to ensure that accurate and timely billing can occur.

17. Assists in identifying front-end solutions to help resolve Bill Holds.

18. Other duties as assigned.



Qualifications and Skills Required for Position

Minimum Education and Experience Required for the Position

e Two to three years of progressive patient financial operations experience in a hospital or other
significant healthcare delivery system.

e Two to three years experience with third party billing requirements and regulations, patient
access/insurance precertification and verification, CPT-4 and ICD-9 coding, evaluation and
management coding, and billing compliance in general.

Experience in two or more of following areas: Clinical, HIM, PFS, Finance.
Bachelors Degree in Business or Healthcare related field highly preferred.

Two years of Supervisory/Management experience preferred.

Strong oral and written communication skills, analytical skills, and presentation skills.

Knowledge/Skills/Abilities Required for the Position

Knowledge of team dynamics and the process of building consensus.

Understanding of financial management and reporting in health care.

Knowledge of various coding systems used in health care, both technical and professional, including
but not limited to: ICD-9, CPT-4, UB92, and HCFA-1500.

Knowledge of the functions and activities of hospitals and medical clinics.

Knowledge of Federal, State, and third party payer rules and regulations.

Knowledge of various payment systems.

Skill in using personal computers for financial analysis (spreadsheets), data base development and
report generation.

Knowledge and skill in using personal computers for electronic mail communications and Internet
access along with internal Intranet utilization.

Knowledge of hospital financial computer systems, the A/R system and the Charge Master role
within such systems.

Excellent analytical skills necessary

Ability to collaboratively coordinate, set priorities, and operate with minimal direct supervision and
to train other personnel are required.

Ability to work with a wide range of staff as part of interdisciplinary teams.

Problem-solving and process skills required.

Use of Machines/Tools/Equipment

Note: All machines/tools/equipment require use of fingers and hands to operate.

Telephone/fax machine, computer/typewriter, calculator and copier and other business machines as
necessary. Wheelchairs/stretchers, van/car lifts.

Sensory Demands

The use of touch, smell, vision, hearing sensory organs is required, as well as the ability to articulate
verbally.



Physical Effort Required of the Position

Standing and walking 40%, sitting 60% of the time. Frequent climbing, bending, reaching, stooping,
squatting position, helping lift objects from five to fifty pounds and moving of patients via wheelchair or
stretcher.

Exposure Hazards

Note: The following hazards may vary.

May be exposed to temperature fluctuations, moderate noise levels, minimal dust, infectious diseases
and other chemicals as customarily used in a hospital setting.

Unusual/Odd Hours of Work

Some days, evenings, weekends and holidays required for this position.
Miscellaneous

Must be available to work in the case of a declared hospital emergency.



