
M anage s and coo rdinat e s all aspe ct s of the dist ric t's scho o l healt h billing infras t ruc t ure and sust ainability 
plan.  
 
Designs and im pleme nt s training  fo r dist ric t em ploye e s and part ne r agenc ie s regarding all aspe c t s of 
rev e nue gene rat ing schoo l -base d  healt h pro gram s.  
 
Monito rs c o nt rac t s and m em o randum s of u nde rst anding with part ne r agenc ie s pro v iding healt h- relat e d 
serv ice s on cam pus e s to ensure alignme nt with scho o l billing po lic ie s.  
 
Establishe s data co lle c t io n and ev aluat io n pro ce s s es fo r healt h serv ic e s and overse e s exte rnal ev aluat io ns 
and audit s.  
 
Maint ains up -to -date know le dge of scho o l healt h syst em s and medic al billing po lic ie s and pro ce dures ; 
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Collabo rat e s with LEAs, Manage d Care Plans, the Depart m e nt of Health Care Serv ice s (DHCS) and othe r 
agenc ie s fo r the purpo se s of coo rdinat ing the com piling and filing of a wide variet y of repo rt s.  
 
Monito r s  and ensure s com plianc e with curre nt lice ns ing and crede nt ialing require me nt s; ensure s 
pro v ide rs are pro pe rly regist e re d fo r the purpo se s of billing Medi- Cal and Commerc ial Plans.  
 
Rese arc he s and assigns billing co de s to serv ic es and suppo rt s billing co nfigurat io ns within the medic al 
billing so ft w are.  
 
Ensure s that all matt e rs relat e d to stude nt acco unt info rm at io n are handle d confide nt ially, effe ct ive ly, 
effic ie nt ly and in acco rdance with regulat io ns and co ntrac t s.  
 
Analyze s billing repo rt s ; rev ie ws and fo llo ws up with outst anding claim s and pay me nt s from co nt rac te d 
pay e rs.  
 
Monito rs and proce s se s adjudic at e d and paid claims within medic al billing so ftw are base d on co nt rac ts 
on file, pay e r guide line s and SCCOE policie s  and pro cedure s.  
 
Attends a varie ty of co nfere nc e s, departm e ntal and inte rde partm e nt al meet ings as assigne d; prov ide s 
expe rt ise and technic al assist anc e as neede d.  
 
Operat e s a com pute r and assigne d so ftw are pro gram s; operat e s othe r office equipm e nt as assigne d; 
driv e s a vehic le to co nduc t wo rk as assigne d.  
 
Works in alignme nt with SCCOE financ e team s to ensure claim payme nt s are applie d appro priate ly.   
 
OTHER DUTIES:  
Perfo rm s relat e d dutie s as assigne d.  
 
KNOWLEDGE AND ABILITIES: 
 
K NO W LEDGE OF:  
The Medic aid and Managed Care Plan billing . 
CPT and ICD -10 coding and billing require m e nts fo r public pro gram s and third -part y pay e rs.  
Reve nue Cycle Managem ent . 
HIPAA and FERPA r egulat ions relate d to co nfide nt iality and sharing of info rm at ion betwe e n agenc ie s and 
schoo ls.  
Training metho ds, pro gram planning, adult learning and gro up facilit at io n and dynam ic s.  
Public scho o l env iro nm e nts.  
Princ iple s and pract ic es of organizat io nal leade rs hip, including the abilit y to lead change pro ce s s . 
Pro gram manageme nt and im plem e nt at io n guide line s . 
Collect ing , assem bling data and nav igat ing assigne d soft w are syst em s.  
Applicable law s, code s, regulat io ns, polic ie s, and proce dure s.  
Oral and writt e n comm unicat io n skills.  
Interpe rso nal skills using tact, patie nc e, and co urte s y.  
Operat io n of a com put e r and assigne d so ft w are.  
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PHYSICAL DEMANDS:  
Hearing and speak ing to exchange info rm at io n and make prese nt at io ns .  
Dexterity of hands and finge rs to operate a com put e r key bo ard . 
Seeing to read a varie ty of mate rials . 
Sitt ing or standing fo r extende d perio ds of tim e .
 
 
Appro v e d by Perso nne l Commissio n: February 14, 2024  
 

 
 
Marisa Perry   Date:  2/14/24 
Directo r  III –  HR  / Classifie d  Perso nne l  Serv ic e s  
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