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JOB SUMMARY
Interviews incoming patients or representative and records information required for service.  Operates switchboard for incoming hospital calls.  Schedules appointments for Specialty clinic doctors.

REPORTS TO PATIENT ACCESS SUPERVISOR

GENERAL DUTIES AND RESPONSIBILITIES

1.
Interviews patients or their representatives to collect and verify data for registration, including name, address, phone number, insurance information, emergency contact information, ordering and primary care doctors, and inputting this information into the computer system.

2.
Obtains required signatures according to established procedures and ensures information recorded is accurate and complete.

3.
Corrects or updates computer records to reflect changes in patient status, patient transfers, newborn admissions, and so forth.  Ensures corrected information is forwarded to appropriate departments.

4.
Ensures proper authorizations for admissions have been obtained.

5.
Directs all incoming phone calls to the appropriate personnel or department, or documents messages, if necessary.

6.
Schedules, reschedules and cancels appointments for Specialty Clinic Physicians.  Provides instruction for patients regarding appointment information.

7.
Collects private pay payments from patients, ensuring receipts are written and payments are posted at the end of the day.

8.
Greets patients and visitors in a courteous and professional manner, directing each to appropriate department or waiting area.

9.
Assist patients with billing questions and issues, requesting assistance from Patient Accounts when necessary.

10.
Performs other duties as assigned or required.

QUALIFICATIONS

· High school graduate or equivalent.  Previous customer service experience preferably in a medical setting.

· Effective interpersonal and communication skills in order to acquire needed information and maintain cooperative working relationships with staff and patients.

· Work is performed in accordance with instructions and procedures but personnel must organize the work and set priorities.

· Must posses strong organization and time management skills, efficient and effective computer skills and effective oral and written communication skills.

PHYSICAL REQUIREMENTS AND WORKING CONDITIONS

· Standing, walking, sitting, lifting and carrying up to 20 pounds, pushing, pulling, climbing, balancing, bending, stooping, squatting, crouching, twisting, reaching, handling, kneeling, and wrist and digital dexterity.

EXPOSURE TO HAZARDS

· Exposure to solvents, chemicals and cleaning solutions as applied to departmental MSDS sheet.

· Must use personal protective equipment/devices to avoid direct contact with blood and body fluids, sharps, chemicals, etc. as they apply to each department.

· SAFETY

Safety is a major responsibility of all employees at WCHC.  The organization is committed to provide a safe and healthy work environment for all employees.  WCHC certainly encourages employees to share Safety concerns with their direct supervisor or any member of the Safety Committee. Employee will comply with all safety policy and procedures.

· COMPLIANCE AND ETHICS

Employees adhere to the WCHC Code of Conduct.  They maintain professional manner, integrity, and ethic’s related to the employee’s job.

· CONFIDENTIALITY

The employee will adhere to patient confidentiality as well as the confidentiality of hospital business information. 

· CUSTOMER SERVICE

Adheres to the Customer Service Standards presented in the Customer Service Training.  WCHC expects personnel to exceed the customer's expectations. 

