
 

Senior Billing Clerk 
 

UnitedHealth Group 
Job Location:  Atlanta, GA 

Full Time/Days 
 

 

JOB SUMMARY: 
 
The Senior Billing Clerk is an entry level role that is responsible for supporting our operational teams by reviewing and 
handling incoming mail, printing appeals and claims, supporting documentation, compiling, and mailing. The role is 
responsible for ensuring the security of PHI while working thru these requests, ensuring outgoing mail is addressed to the 
proper recipient, and tracking information is applied per guidelines. This role will also assist in supporting management by 
participating in the QA process of the team’s daily output in addition to reporting and training. 
 
 

MINIMUM REQUIREMENTS: 
 

 1+ years of Hospital UB04 Billing OR Claim Processing experience within the last 3 years 

 1+ years of Clerical experience 

 1+ years of Document Management experience 

 Microsoft Office experience – Microsoft Word (ability to create, open, edit, save, print, and send word 
documents), Microsoft Excel (spreadsheets), Microsoft PowerPoint (presentations), Microsoft Outlook (emails 
and calendar events), and Microsoft Teams (ability to start and join meetings, share screen, turn on and off 
camera) 

 Knowledge of Adobe, including the ability to read, open, save, and create PDFs 

 Ability to be on – site every day since it is a fully on – site role (it is not possible to work from home in this position) 

 Ability to work any full-time shift between the hours of 8:00 AM – 4:30 PM EST from Monday – Friday including 
the flexibility to work occasional overtime given the business need 

 Must be 18 years of age OR older 
 

 
ADDITIONAL INFORMATION: 
 
This on – site position is full – time, Monday – Friday. Employees are required to work any shift between the hours of 8:00 
AM – 4:30 PM EST including the flexibility to work occasional overtime given the business need. Our office is located at 
3535 Piedmont Rd. NE, Building 14 STE. 600, Atlanta, GA, 30305. 
 
We offer 2 – 4 weeks of paid on-the-job training with local resource, rotating training with team members, and some 
virtual with the hiring manager. The hours of the training will be aligned with your schedule. 

 
 
FOR MORE INFORMATION/TO APPLY: 
 
https://careers.unitedhealthgroup.com/job/19894822/senior-billing-clerk-atlanta-ga-atlanta-ga/ 

https://careers.unitedhealthgroup.com/job/19894822/senior-billing-clerk-atlanta-ga-atlanta-ga/

