Job Title:

Receptionist
Reports to:

Billing Manager

Summary:  The Patient Relations Coordinator is responsible for effectively and professional managing patient flow from arrival to departure; performing various clerical duties; deals with other clinic personnel, patients and visitors, and fellow employees to ensure good internal and public relations. Other duties may be assigned.

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following: Other duties may be assigned.

· Follow sign-in procedures and verify completeness of new/update patient information sheet.

· Check for accuracy of insurance status, eligibility, account information, and all vital statistics.

· Assemble the patient chart neatly and accurately; complete all necessary paperwork.

· Have patient sign appropriate eligibility forms.

· Receive co-payments and follow department policies for cash management and reporting.

· Enter new patient information into system or make necessary changes to established patients.

· Review and verify diagnostic code, procedure codes and changes on the superbill; verify completeness and signature of physician.

· Receive fee-for-service payments; complete receipt for patient.

· Note appropriate workers’ compensation codes, company protocols and status reports on patient’s charts.

· Maintain a clean and orderly work area.

· Answer incoming telephone calls, handle patient concerns as appropriate or route to appropriate personnel.

· Complete opening/closing of department according to checklist, with special attention to missing charges, cash handling techniques, and distribution of forms.

· Monitor reception area and be able to assist if patients have any difficulty.

· Monitor front lobby for cleanliness and check public restrooms at least four times per day.

· Be aware of wait time and communicate that information to patients.

· Handle situations that are at the facility that must be dealt with urgently, i.e., plumbing problems, broken windows, alarm problems, etc.

SUPERVISORY RESPONSIBILITIES

· This job has no supervisory responsibilities.

QUALIFICATIONS

· Ability to cope with busy, challenging office environment.

· Basic typing and computer skills, (Preferably Windows 98) minimum 45 wpm-typing test will be given.

· Ability to communicate effectively both written and verbally.

· One year’s experience or training in office procedures in a medical environment.

· High school education or equivalent.

EDUCATION AND/OR EXPERIENCE

· High school education or equivalent.

· 3-5 years experience in office environment, preferably in the medical field.

KNOWLEDGE, SKILLS AND ABILITIES

· Skill in maintaining records. Skill in establishing and maintaining effective working relationships with patients, medical staff, and the public. Ability to maintain quality control standards. Ability to recognize problems and recommend solutions. Ability to interpret, adapt and apply guidelines and procedures.

CERTIFICATES, LICENSES, REGISTRATIONS

· None required.

PHYSICAL DEMANDS

· Physical guidelines include the ability to stand/or walk for up to nine hours a day, bend, stoop, push wheelchair, and have articulate speech and pleasant, professional manner.

WORK ENVIRONMENT

· Office environment-limited exposure to communicable diseases.
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