Patient Registration – Sample A (2015)


Overview:

Under the general direction and supervision of the Front Office Supervisor, this position performs registration duties to include, but not limited to, patient check-in and check-out, payment posting and collection, etc., with a focus on medical, behavioral health and dental.
Minimum Qualifications:
Education

High School Diploma or Equivalent
Experience 
One year recent experience in office setting and one year recent customer service experience or two years recent customer service experience.  A recent certificate from a healthcare office program may be substituted for experience.  Prior experience in a medical or dental office preferred.
Essential Functions:
1. Serves as ambassador to [CHC] with patients, vendors and visitors.

2. Registers new patients and updates registration for established patients utilizing an automated practice management software system.

3. Performs greeting activities in the waiting room, to include but not limited to, welcomes and assists patients, monitors length of time in waiting room and keeps in contact with patients, organizes reception and other public areas and provides miscellaneous forms and requested items to patients.

4. Receives and inputs insurance documentation for patients.  
5. Introduces and assess eligibility for schedule of discount program and documents verification in the health record and automated practice management software system.

6. Collects money and posts patient payments.

7. General housekeeping including inspecting front of facility, waiting room, office areas and restrooms throughout the day during Center’s hours of operations. 

8. Complies with center’s policies and procedures.

9. Operates specialized office equipment.
10. Participates in continuous quality improvement activities.

11. Other duties as assigned.
Knowledge, Skills and Abilities

· Technically proficient computer skills with Microsoft Office Suite (Word, Excel).   

· Thorough knowledge of common office equipment (copier, fax, printer, etc.).

· Excellent oral and written communication skills.  

· Ability to organize and prioritize tasks. 

· Ability to work under pressure.
· Strong attention to detail and problem solving skills.

· Ability to work independently and as a team member. 
· Ability to make change and reconcile a cash drawer.

Supervision:
  This position has no supervisory responsibilities
Working Hours:  General working hours are shifts on Monday through Friday, between 8:00am – 7:00pm.  Position may require working occasional evenings and weekends.  

Immediate Supervisor:         Front Office Supervisor; in his/her absence, Chief Finance Officer
Physical Demands/Working Conditions:


General office/clinic conditions are pleasant; good, clean working conditions where accident and hazards are negligible; requires extended periods of standing, walking, sitting and computer usage and short periods of moderate lifting, pushing or pulling objects up to twenty pounds. Clear diction and acute hearing are necessary for effective communication with the staff and public.  
OSHA Classification Category III: tasks that do not involve exposure to blood, body fluids and tissues and the worker can decline to perform tasks which involve perceived risks without retribution.

