
 

 

  

About the Position: 

Benveo, a fun and exciting healthcare administrator, is looking for smart, hard-working, and friendly 

people to be a part of our amazing growth. We are currently looking for a Medical Claims Team 

Leader that will be directly responsible for growing and training our claims processing team. Great 

pay and full benefits are included for full-time employees. Send resume and cover letter to 

emily@pdcrx.com telling us why you would be a great part of our team. 

Position Responsibilities: 

 Maintain staff by recruiting, onboarding, and training team members and developing personal 

growth opportunities for staff while ensuring they have the tools they need to succeed 

 Effectively communicate job expectations and monitor job performance through use of KPIs 

and other performance metrics 

 Maintain quality service by enforcing quality and customer service standards, identifying 

industry trends, and recommending system improvements 

 Guide and assist team members in processing medical, dental, and vision claims 

 Review processed claims to ensure correct CPT, ICD-4, and ICD-10 codes are used 

 Handle escalated calls and resolve issues that require unique problem solving 

 Maintain knowledge of health claims, coding, and processing guidelines 

 Maintain knowledge of all plan designs including PPO, fully insured plans, self-funded plans, 

HSAs, HRAs, indemnity plans, supplemental medical plans, etc. 

 Assist HR Director in coordinating reviews for team members at 90 days, 6 months, etc. and 

provide timely and constructive feedback to team members 

 Provide support for the implementation of software and training programs 

 Work with Operations team to research, coordinate, develop, and improve work processes and 

efficiencies 

 Maintain HIPAA compliance and confidentiality at all times and protect all personal health 

information (PHI) as it relates to patient data 

Position Requirements: 

Education:  A Bachelor’s Degree is preferred 

Relevant Work Experience:  A minimum of 2 years of relevant claims experience is required, as well 

as experience working in a claims software system environment 

Knowledge, Skills & Abilities: Must have excellent communication, organizational, and analytical 

skills. Must show ability to prioritize tasks, problem solve, and work as a team with other internal 

departments to meet company goals. 

Please note that background checks, drug testing, and personality profiles may be required 
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