
St. Paul Radiology - Credentialing Assistant

1/2

Credentialing Assistant 
St. Paul, MN 

Completes health plans and hospital application on behalf of the physicians and/or practitioners.

Works with physicians and/or practitioners to ensure applications are complete.

Review all applications accurately and gather all necessary documents prior to submitting to

hospitals and health plans.

Assist hospitals and health plans with information needed to maintain the physicians and/or

practitioners files.

Obtain missing or additional information to complete application.

Respond to telephone and email in a timely manner.

Ability to organize work and follow detailed procedures.

Ability to effectively manage changing priorities and work with frequent interruptions.

Weekly/monthly monitoring of expired documents.

Description

Facilitates the government and commercial payer credentialing and enrollment process. Works closely with 

submission of government and commercial payer enrollment applications, tracking and follow-up.

Full-time, Non-exempt

Monday - Friday

Requirements

http://maps.google.com/maps?q=166+4th+St.+E+St.+Paul+MN+55101
https://recruiting.paylocity.com/Recruiting/Jobs/Apply/96057
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Communicate with physicians on expired documents.

Maintain CME’s, and notify physicians of CME’s totals.

Effectively communicate with manager and team.

Dependable – consistently at work and on time.

Performs other related duties as assigned.

Apply knowledge/skills to activities that often vary from day to day.

Qualifications:

Associates’ degree or HS diploma/GED with one year of equivalent work experience.

Ability to work independently with minimal supervision.

Remain focused and on task.

Strong organization and planning skills.

Advanced knowledge with MS Excel and Word.

Typical Physical Demands:

Requires prolonged sitting, some bending, stooping and stretching. Requires eye-hand coordination and 

manual dexterity sufficient to operate a keyboard, photocopier, telephone, calculator and other office 

equipment. Requires normal range of hearing and

eyesight to record, prepare and communicate appropriate reports. Requires lifting papers or boxes up to 30 

pounds occasionally.

Typical Working Conditions:

Work is performed in an office environment. Involves frequent contact, in person and on the telephone, 

with associates and the public. Work may be stressful at times. Contact may involve dealing with upset 

people.

St. Paul Radiology’s benefits package provides: Health, Dental, Vision, Life and Disability insurance. 

Other benefits include: Paid Time Off, Holiday Pay, Funeral Leave, Flexible Spending Account, Health 

Savings Account, Legal and Identity Theft Coverage, Pet Insurance, Wellness Program, Gym Membership 

Discount, 5K Race Reimbursement, Profit Sharing Contribution and 401(k) Match.

To apply, visit: stpaulradiology.com/contact/careers

https://recruiting.paylocity.com/Recruiting/Jobs/List/2422
https://www.paylocity.com/privacy/
https://recruiting.paylocity.com/Recruiting/Jobs/Apply/96057

