{Insert Organization Name}
POSITION  DESCRIPTION



TITLE OF POSITION
DEPARTMENT
DATE
Patient Check-In Coordinator
Front Office
MM/DD/YYYY
REPORTS TO (TITLE)
EXEMPT                  
APPROVED BY:

{Insert title}
NON-EXEMPT     
 {insert name}
GENERAL PURPOSE:

Greets, instructs, directs and schedules patients in an efficient and timely manner. Enters and updates patient demographics and insurance information.

RESPONSIBILITIES:

· Schedules, coordinates and reschedules patient’s appointments. 

· Maintains and updates current information on Physician’s schedules. 

· Answers telephone, screens calls, takes messages and provides information. 

· Answers questions regarding patient appointments. 

· Updates demographic and insurance information into the computer system. 

· Verifies patient insurance coverage and checks eligibility.

· Confirms patient appointments for the following day, and discusses any outstanding balances, deductibles and co-payments due at the time of service. 

· Collects copayments during check-in process.

· Maintain and balance daily cash receipt.

· Prepares patients medical chart and superbill for patient’s appointment. 

· Monitors and maintains supplies necessary for job function. 
· Other duties as assigned.

KNOWLEDGE & SKILLS:

· Knowledge of medical office procedures specifically medical terminology, spelling etc.  
· Skill in operating a computer.  
· Skill in answering telephone in a pleasant and helpful manner. 
· Ability to speak clearly and concisely.  
· Ability to file materials correctly by alphanumeric or numeric systems.   
· Ability to establish and maintain effective working relationships with patients, employees, and the public.

EDUCATION:

High school diploma or equivalent. A minimum of one year experience, preferably in a medical office setting. Knowledge of medical terminology. Computer experience, preferably with medical management software program experience.

PHYSICAL REQUIREMENTS:

Work may require sitting for long periods of time, also may require stooping, bending and stretching.  Position will require occasional lifting up to thirty pounds.  Requires manual dexterity sufficient to operate keyboard, calculator, telephone, copier and such other office equipment as necessary.  It is necessary to view and type on computer screens for long periods of time. 
EMPLOYEE ACKNOWLEDGEMENT:

_____________________________________________

(Print employee name)

_____________________________________________

(Employee signature)

____________________

(Date)

Front Office Check-in Job Description

Page 1
Resource Provided by United Physician Services – www.upshealthcare.com; 602.685.9500

© United Physician Services; Permission of use granted to original purchaser only.


