
MEDTECH BILLING SERVICES, INC. 
 
POSITION TITLE:  Technical Support Technician 
 
Part Time or Full Time position available  
Monday-Friday 8am-5pm 
Tuition reimbursement available for employees working over 28 hours per week 
 
DEFINITION OF POSITION: Provides administrative and technical support related to computers, 
communications fax machines, printers, copiers, medical billing teams and MedTech clients.  Is cross-
trained and flexible.  Works collaboratively with team managers and team members to provide the 
best billing services possible to the physician clients. 
 
POSITION FUNCTIONS:   
1. Responsible for setting up Interface between the hospitals and MedTech Billing Services for 

retrieval of billing documentation.   
2. Generates the cycle billing for electronic transfer.  Spools and prints Medical Claim Forms; 

generates and transmits electronic billing and related reports. 
3. Downloads and reviews all error reports from carriers.  Downloads remittances from carriers 

into team datasets.  Prints Medical Insurance Explanations of Benefits for verification of 
electronic fund transfers. 

4. Maintains and keeps current the company servers with all required and necessary updates, 
patches, performs cleaning maintenance on the IBM Server and verifies all drivers are 
working properly on a daily basis. 

5.   Creates and deletes E-mail addresses.  Sets up new users, printers and computers to the 
MedTech Billing Services, Inc. Network. 

6. Sets up and connects all computers, IBM terminals and telephones in team settings. 
7. Sets up telephone numbers, hunt groups, voicemail and assigns extension numbers for clients 

and team members. 
8. Orders computer equipment, telephones, headsets, printers, fax machines and billing forms. 
9.    Replaces toner and toner cartridges on printers, fax machines and copiers. 
10. Technical support for employees with computers, fax machines, printers, copiers 
             and resolve problems related to such equipment 
11.     Projects and practices a team player attitude.  
12. Maintains a safe and pleasant work environment, follows safety regulations and    
 actively contributes towards a safe workplace. 
13. Shall work well under pressure; meet multiple and sometimes competing  
 deadlines. 
14. Shall at all times demonstrate cooperative behavior with colleagues and  
 supervisors. 
15.  Performs other duties as assigned or requested. 
 
POSITION QUALIFICATIONS: 
Preferred Education:  College Degree or some College or Technical Education 
Preferred Experience:  General Computers; Programming; Medical Background 
Required Skills and Abilities:  Good math skills, Accurate typist-45 WPM, Accurate 10-key, Analytical 
abilities, Ability to accomplish multiple tasks at one time, Detail orientated  
 
To apply, send resumes to:  
Miriam Talamantes 
Miriam@MedTechcorp.net 


