[image: A close up of a sign

Description automatically generated]


Position Vacancy


Open Position:		Billing Specialist
				40 Hours per Week (full time)

Effective Date:		Open Immediately

Reports To:			Business Office Manager

Job Qualifications:	Computer experience, bookkeeping, good oral and written communication skills. Good customer service skills and the ability to interact with the public, in person and over the phone, are a must.  Must be detail oriented, be able to work with frequent interruptions and be able to work independently. Good typing skills and 10-key by touch required. Knowledge of Medicare, Medicaid, and Commercial Insurance billing procedures is beneficial. A High School diploma or equivalent is required.

Job Description:	This position majorly works to bill insurance claims for Big Horn Hospital. This position works with Self Pay accounts and collection agencies, making calls to resolve questions. Works with other business office personnel and other department staff on assigned projects and workflows. This position also works occasional shifts in Registration, registering patients to the hospital. They will serve as backup for other Billing & Registration Specialists and mail/bank delivery.  

Schedule:		Office Hours are 8-hour shifts between Mon-Fri, 8am to 5pm, but office schedule would flex when working an occasional Registration shift which is a rotating 12-hour shift. Totaling 40 hours per week.

Starting Rate:	Depends upon experience

Closing Date:		November 13th, 2026, at 5pm


APPLICATION AVAILABLE AT THE FRONT DESK AT BIG HORN HOSPITAL, 
ON OUR WEBSITE: bighornhospital.org,
AND/OR CONTACT Elly Hafemann, Business Office Manager


EQUAL OPPORTUNITY EMPLOYER



Big Horn Hospital Association
17 N Miles Ave. •  Hardin, MT  59034
PH: (406) 665-2310  •  FX: (406) 665-9238
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