
 
 

Mental Health Billing Associate 

Saint Cloud, MN 

 

Thrive Behavioral Network, LLC 

EOE/AA 

 

 

Thrive is hiring a Mental Health Billing Associate to work at our Central Office in Saint Cloud, Minnesota.  

Thrive operates has 24 programs throughout Minnesota, offering the following social and health care 

services; Adult Foster Care, Crisis Services, Residential Mental Health Services, Residential Substance Use 

and Co-Occurring Disorders, and Outpatient Substance Use and Co-Occurring Disorders.  The Central 

Office is the main source of communication and functions such as Human Resources, Billing, Accounts 

Payable and Payroll for the company.   

 

This position is Full Time and will be working Monday thru Friday, during typical business hours. 

 

RESPONSIBILITIES 

 

 Process electronic mental health billing using Credible Software  

 Assist with the accurate and timely production of client invoices 

 Work directly with the insurance company, healthcare providers, and the patients to get a claim 

processed and paid 

 Run reports that identify non-billable items, critical errors and claims held for authorization  

 Ensure client contract compliance as it relates to invoicing and collections 

 Consistent follow-up on A/R collections 

 Assess and identify items at risk of non-payment from clients and escalate accordingly 

 Process and complete the daily deposit 

 Apply medical payments into the Credible system and research claim denials and expectations  

 Organization of daily work as well as day to day maintenance of client financial folders 

 

MINIMUM QUALIFICAITONS 

 

Successful candidates will have strong verbal and written communication skills, strong interpersonal and 

customer service skills, the ability to problem solve, multi-task and exercise good judgement and the 

ability to maintain a high level of confidentiality. 

 

 High School Diploma (Required) 

 Minimum of one (1) year of billing experience (preferably medical) 

 Must be proficient in Microsoft applications 

 

 



Thrive Behavioral Network, LLC 
 

PREFFERED QUALIFICATIONS 

 

 Associates degree (business or accounting preferred) 

 Minimum of one (1) years of experience in medical billing  

 Experience with ICD-9/ICD-10 coding 

 

Every effort has been made to make this job description as complete as possible, however in no way is it 

stated or implied that these are the only duties you are required to perform; other related duties 

necessary to meet the needs of the organization may be assigned to you. 


