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Mary Free Bed Rehabilitation Hospital · MFB @ COV PT Gratiot
Saginaw, MI
Administrative
Full-Time, Days, 6:45a-5:45p
Req # 7580
We have the great privilege of helping patients and families re-build their lives. It’s extraordinarily meaningful work
and the reason we greet the day with optimism and anticipation. When patients “Ask for Mary,” they experience a
culture that has been sculpted for more than a century. Our hallmark is to carefully listen to patients and innovatively
serve them. This is true of every employee, from support staff and leadership, to clinicians and care providers.
Mary Free Bed is a not-for-profit, nationally accredited rehabilitation hospital serving thousands of children and adults
each year through inpatient, outpatient, sub-acute rehabilitation, orthotics and prosthetics and home and community
programs. With the most comprehensive rehabilitation services in Michigan and an exclusive focus on rehabilitation,
Mary Free Bed physicians, nurses and therapists help our patients achieve outstanding clinical outcomes. The
growing Mary Free Bed Network provides patients throughout the state with access to our unique standard of care.
Mary Free Bed stands apart from other organizations by the unique combination of:
* Focus on Patient Care. A selfless drive to serve and heal connects all MFB employees.
* Clinical Variety and Challenge. An inter-disciplinary approach and a top team of professionals create ever-changing
opportunities and activities.
* Family Culture. We offer the stability of a large organization while nurturing the family/team atmosphere of a small
organization.
* Trust in Each Other. Each employee knows that his/her co-workers can be trusted to make the right decision for
our family, patients, staff and community.
* A Proud Tradition. Years of dedicated, quality service to our patients and community have yielded a reputation that
fills out employees with pride.
Mission Statement

Mary Free Bed: Restoring hope and freedom through rehabilitation.
Covenant HealthCare: Extraordinary Care for Every Generation
Diversity and Inclusion
Mary Free Bed values diversity and inclusion among patients, families and staff. We strive to hire people who reflect
the communities we serve. Our employees will serve all patients, families and each other with dignity and respect.
Summary
Greets, provides information, and responds to the needs of patients, families, staff, and other visitors at the checkin/out desk including appointment check-in and out, registration, authorization/verification of insurance(s),
explanation of benefits; collection of co-pays, assistance with way finding, or other services or resources for a
program specific multi-discipline department. Interacts in a customer focused manner during referral processing.
Provides office support for all Scheduling and Patient Financial Services staff. Works cooperatively with other
departments and outpatient staff/leadership to assure financial reimbursement for outpatient services.

Essential Job Responsibilities:
A. Greet, provide information, and respond to the needs of patients, families, staff, and other visitors at the checkin/out desk. Triage inquiries that arise during or after each patient/visitor/staff encounter. Escort and/or direct
patients and other parties to other service areas or locations.
B. Review referrals and other documentation according to internal policy and regulation as applicable in order to
assure that the service being provided has been appropriately documented and meets all known payer medical
necessity and other criteria.
C. Review appropriateness of ICD10 and CPT codes to determine if care provided corresponds to reason for
referral/authorization to ensure that patient’s insurance covers the evaluation/treatments.
D. Accurately collect and analyze all required demographic, insurance/financial, and clinical data elements necessary
to pre-register and register all types of patients. Accurately record and electronically enter the information on a
timely basis into EMR to include assigning a medical record number to new patients. Accurately prepare and
distribute all required registration forms to other internal parties as appropriate and on a timely basis.
E. Secure and witness all required signatures according to internal policy and regulation, as applicable with
explanation of documents per department standards, including consent to treat, assignment of insurance benefits,
Release of Information, Advance Beneficiary Notification, and financial responsibility. Forward appropriate
documents/information to the Patient Financial Services Department to support billing and collections and other
departments as needed.
F. Accurately generate patient specific Explanation of Benefit Forms/Patient Benefit Summary for the multidisciplinary cost (multiple copays per day and total coinsurance for multiple disciplines if applicable) and distribute to
patients/representatives and appropriate internal parties on a timely basis. Upload the information to the EMR and
accurately update information on MFB TeamSite.
G. Coordinate/schedule initial evaluation and subsequent patient appointments for multi-disciplines based on patient
needs (finding appointments for PT/OT/SP on the same day or times that run concurrently) following scheduling
protocols and using MFB TeamSite for all patient referrals, follow-ups and authorization tracking. Inform UR if
multiple services will be using the same authorization for visits used.
H. Obtain, monitor and update insurance authorizations for multi-disciplinary patients (cross-monitor authorizations
when PT/OT/SP are all combined and count towards the number of approved visits, monitor/coordinate authorization
usage with other departments i.e. patient is being seen for same services in two different service programs).
I. Coordinate and follow-up on multi-disciplinary patients with designated diagnosis, i.e. post-concussion, to ensure
they receive all necessary program-specific care (clinic visit, psychology, nutrition, rec therapy) in addition to the
necessary therapies. Obtain specialty program authorization as needed (i.e. cognitive speech therapy).
J. Manage calls from insurance/care managers to coordinate multi discipline care for patients.
K. Update patient insurance records upon notification of health plan change including monthly Medicaid updates.
L. Collect any expected charge for service provided and complete timely posting of cash collections, accepting and
generating appropriate receipts for monies and credit card payments received. Provide financial guidance to achieve
a mutually acceptable resolution of the expected self-pay balance including options of payment and charity care.
M. Receive and properly respond to telephone, electronic, or face-to-face inquiries from patients or their legal
representatives.
N. Manage telephone Call Back Reminder system for patient evaluations and appointments.
O. Perform all other appropriate activities as directed and as necessary to meet the patient’s needs and to achieve
expected departmental and organizational outcomes.
P. Provide various other responsibilities and clerical/therapist support as delegated by Manager.
Essential Job Qualifications (Knowledge, Education, and Training Requirements)
A. Associates Degree or equivalent business classes/experience
B. Computer experience with high accuracy level of data entry.

C. Excellent telephone and customer service skills.
D. Minimum 12-18 months work experience in healthcare with scheduling and/or PFS related job duties.
E. Working knowledge of ICD-9-CM and CPT coding classification systems.
F. Outstanding organizational, interpersonal, communication, and overall customer service skills.
G. Ability to perform in a high paced environment with a positive attitude and interact with professional staff in an
appropriate manner.
H. Knowledge of medical terminology and clinical rehabilitation.
I. Must have excellent attention to detail with the ability to quickly learn and retain a large amount of specific
protocols and processes including learning Mary Free Bed scheduling software.
J. Physical Demands: Able to exert up to 10 pounds of force occasionally (up to 1/3 of the time);
able to lift, carry, push, pull, up to 10 pounds occasionally; able to sit for the majority of the time, nut may involve
brief periods of time involving walking or standing; able to use keyboard frequently (1/3 to 2/3 of the time)
Customer Service Responsibilities:
Demonstrates excellent customer service behaviors consistent with organizational and departmental standards.
Consistently promotes teamwork and direct communication with co-workers. Deals discretely and sensitively with
confidential information.
Responsibilities in Quality Improvement:
Contributes by identifying problems and seeking solutions. Promotes patient/family satisfaction where possible;
participates in departmental efforts to monitor and report customer service.
Reporting Relationship:
Lead Patient Service Coordinator
Mary Free Bed is an equal opportunity employer. All qualified applicants will receive consideration for employment
without regard to race, color, religion, gender, national origin, age, genetic information, veteran status, disability or
other legally protected characteristic.
The above statements are intended to describe the general nature and level of work being performed by employees
in this classification. If you require a reasonable accommodation to perform the essential functions of this position,
you must request accommodation in writing, within 182 days after you know or should know of the need for
accommodation.

