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Revenue Cycle Manager Position Description 
 

Position: Revenue Cycle Manager 

Reports to: Chief Financial Officer 

FLSA Classification: Exempt, Salary  

 

 

Background: The Revenue Cycle Manager is responsible for identifying client reimbursement issues, 

ensuring claims, denials and appeals are efficiently processed, and resolving billing-related issues. This 

position will provide guidance to the billing staff to ensure timely processing on claims, rebilling, write-

offs or refunds.  The Revenue Cycle Manager position will also be point of contact for 

analyzing/researching why specific accounts remain unpaid; working with health plan representatives and 

other employees to resolve problematic claims, then resolving unpaid claims by either re-billing the 

services; facilitating a write-off or refund, or by filing an appeal to the third- party payer. The Revenue 

Cycle Manager will also provide training and on-going guidance to the billing team and report concerns 

and recognition regarding department needs. 

 

Essential Duties and Responsibilities: 

Monitor claim submission reports, rejections, denials and aging reports for client billing. 

Provide payer information updates to staff as needed. 

Stays current on Medicaid /Medical Assistance payment methodology for organization 

Stays current on private insurance payment methodology and coding for organization 

Manage fee schedules to ensure billing codes are up to date in electronic health record billing system. 

Review authorization reports with billing and clinical staff and provide guidance to meet on-going 

reporting deadlines 

Administrative maintenance responsibilities for electronic health record system’s billing module.  

Assists with financial audits and other claim related audits. 

Educate internal departments on provider billing guidelines and procedures, including developing and 

maintaining training information. 

Monitor and ensure accuracy, compliance, and uniformity in financial operations 

Recognize, review, and implement new processes within the billing department to enhance productivity 

and quality. 

Serve as a liaison between the billing department and insurance companies to identify and improve 

procedures. 

Manage performance of billing staff through regular communication and feedback. Conduct annual 

performance evaluations of billing staff in accordance with companies’ policies. 

Review and approve billing staff time records. 

Coordinates with HR to recruit, interview, and hire qualified staff. 

Counsel staff and conduct disciplinary actions as appropriate up to and including termination 

Other duties as assigned 

 

Education 

 

Preferred - Completion of Associates or Bachelor’s degree in Health Care or Business Administration and 

5 years related experience.  

 



 

 

 

Experience 

 

Three years accounts receivable supervisory experience  

Knowledge of third-party payer requirements including federal, state, and private health care plans and 

authorization process. 

Proven experience in healthcare billing, including Medicaid/Medical Assistance 

Knowledge of basic insurance policies, procedures and reimbursement practices. 

Knowledge and maintenance experience with electronic health record systems, specifically billing 

modules.  

Management of multiple duties, basic computers skills, and interaction with providers and administration. 

 

Qualities 

 

Ability to analyze work methods to effectively organize work, make improvements, and correct problems. 

Supportive of the goals and objectives of Minnesota Autism Center. 

Think and work effectively under pressure and accurately complete tasks within the established guidelines. 

Prioritize and meet deadlines. 

Ability to communicate effectively, both orally and in writing. 

Ability to use independent judgment to manage and impart confidential, HIPAA-protected information. 

Ability to assume responsibility and exercise good judgment in making decisions within the scope of 

authority of the position. 

Strong customer service skills required 

 

 BENEFITS 

 

MAC offers competitive benefits for all full-time employees 

Excellent PTO benefits 

Paid Holidays 

Affordable medical, dental, and vision with employer contribution 

401 (k) with generous employer match 

Employer paid life and disability insurance.    
 
 
 
 
 


