	 

	PATIENT CARE COORDINATOR
	 
	 

	Req #:

60816

Department:

EYE CLINIC

Job Location:

Harborview Medical Center 

Posting Date:

01/12/2010 

Closing Info:

Open Until Filled 

Salary:

$3,093- $4,154 per month 

Union Position:

Yes

 

This classification is governed by a negotiated labor contract and is subject to union shop provisions. For more information about union shop provisions, visit Union Information 
Shift:

Mon-Fri 1st Shift (days)  
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	As the region's only Level I Trauma center, Harborview Medical Center (HMC) is well known for innovations and excellence in trauma care and its centers of emphasis: Trauma, Burn, Neurosciences, AIDS/STD CARER, and mentally-and medically- vulnerable populations. In addition to the centers of emphasis, HMC serves a mission population for King County. Harborview employees are committed to the vital role the institution plays in the immediate community, as well as the entire Northwest region. HMC is owned by King County and managed by the University of Washington (UW) and serves as a training site for UW’s School of Medicine. The UW is proud to be one of the nation’s premier educational and research institutions. Our people are the most important asset in our pursuit of achieving excellence in education, research, and community service. Our staff not only enjoys outstanding benefits and professional growth opportunities, but also an environment noted for diversity, community involvement, intellectual excitement, artistic pursuits, and natural beauty. 

Our OPHTHALMOLOGY/OTOLARYNGOLOGY SERVICES CLINIC has an outstanding opportunity for a six month fixed duration appointment (full-time) REFERRAL SPECIALIST (PATIENT CARE COORDINATOR  - PCC).  Under general supervision, this individual will coordinate the delivery of medical and nursing care and the patient's access to health care, including the patients' entry into and through the spectrum of clinical services of the health care system. Primary responsibilities include care coordination, referral management, appointing, office tasks, and other duties as assigned.  

Competitive candidates will possess effective verbal and written communication skills, strong customer focus, teamwork orientation, ability to organize and manage multiple projects, coordination and organizational skills, good judgment, resourcefulness in problem-solving, ability to take and follow-through with delegated tasks and accountability.  Inherent to success in this position is the ability to serve a diverse clientele in a fast-paced environment. 

Additionally, Patient Care Coordinator will: 

- Handle and document intake of all referral requests, ensuring complete information is received and entered into the EPIC computer software system. 

- Ensure that referrals are addressed in a timely manner under the direction of the clinic leadership team. 

- Ensure complete and accurate registration, including patient demographic and insurance referral information are in the computer system. 

- Coordinate with the Financial Clearance Unit/Patient Access Center for verification of benefits and authorization for outpatient visits and/or surgical procedures. 

- Refer patients to Health Coverage Services when needed. 

- Review appointment follow-up requirements and expectations with patients to ensure adequate and timely review of the patient plan of care in accordance with all CMS and other regulatory requirements.  

- Mail out reminders of all appointments scheduled; speaks with patients and staff in a professional and helpful manner.  

•Contact review organizations and insurance companies to ensure prior approval requirements are met before patients enter the system such as pre-authorization and referrals; present necessary medical information such as history, diagnosis and prognosis; provide specific medical information to financial services to maximize reimbursement to the hospital and physicians. 

•Use effective oral and written communication with a variety of Health Care Professionals, patients and their advocates, hospital and clinic personnel both at HMC and other medical facilities, representatives of insurance companies and other organizations related to the health care industry. 

•Request interpreters as appropriate for appointments, admissions, and surgery. 

•Use a variety of computer systems such a EPIC, ORCA, and Mindscape. 


This position provides opportunities to work in a fast-paced, challenging, diverse and rewarding environment.  As an employee you will enjoy generous benefits and work/life programs.  For detailed information on Benefits for this position, click here. 
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	Requirements:

	A Bachelor's Degree in a medically related or public relations field AND two years of experience in a tertiary patient care setting involving interaction with a variety of medical services, contact with patients and families, interaction with physicians, and proficiency in medical terminology 

OR 

equivalent education/experience. 
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	Desired:

	
Medical software experience with EPIC systems, ORCA, and Mindscape desired. 
Medical terminology desired. 
Previous medical center experience, including knowledge about the UW and Harborview policies, procedures and technology. 
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	Condition of Employment:

	This is fixed duration appointment, approximately 6 months duration 
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	The University of Washington is an equal opportunity, affirmative action employer. To request disability accommodation in the application process, contact the Disability Services Office at 206.543.6450 / 206.543.6452 (tty) or dso@u.washington.edu. 

	 


