
Billing Specialist Positions 

 
Project Pathfinder has been working to prevent sexual abuse in Minnesota for more than 20 
years. We provide psychotherapy, consultation, training and education to clients and the 
community.  We lead the field in providing culturally-specific programming, as well as 
programming for special needs clients, including those with autism or other developmental 
delays. 
 
 
Description of Positions 
PPI is seeking a talented Part-Time Billing Specialist and a talented Full-Time Billing Specialist to 
ensure accurate and timely insurance billing and contract billing.  This position will post client 
payments, post contract payments, post Explanation of Benefits (EOBs) and requests prior 
authorization of services if necessary. 
 
 
Part-Time Billing Specialist  
 
This is a great position for someone who enjoys: 

 Working with details 

 Meeting deadlines 

 Working independently 

 A collaborative team environment 
 
Ideal work experience includes: 

 Prior experience billing insurance and contract partners 

 Experience working with Electronic Health Records 

 Knowledge of Mental Health CPT codes and the DSM 5. 

 Ability to balance team and individual responsibilities 
 
This position is currently 20 hours per week, which comes with some benefits including paid 
holidays and PTO. There is a potential for additional hours. 
 
 
Full-time Position Billing Specialist Position Description 
 
This is a great position for someone who enjoys: 

 Working with details 

 Digging into the details to identify discrepancies and fix errors 

 Meeting deadlines 

 Working independently 

 A collaborative team environment 



 
Ideal work experience includes: 

 2-year Accounting degree coupled with 2+ years’ success in a similar position. 

 Prior experience billing insurance and contract partners 

 Experience working with Electronic Health Records 

 Knowledge of Mental Health CPT codes and the DSM 5 
 

This position is 40 hours per week with a generous benefits package. 
 
Application Instructions 
Please submit cover letter, resume and references to Paula Kelly, Human Resources at 
info@projectpathfinder.org or mail same to 570 Asbury St. Suite 300, St. Paul, MN 55104 
 


