Scheduler – Sample A (2013)

PRIMARY ACCOUNTABILITY: 


Works as member of care team charged with scheduling patient appointments and managing provider templates.
PRIMARY DUTIES AND RESPONSIBILITES

1) Responsible for scheduling patient visits
a) Provide appointments to patients using scheduling guidelines considering a variety of factors: the availability of providers and equipment; availability of rooms and nurses; and the urgency of the appointment as determined by the patients’ needs.
b) Make pre-appointment calls.

c) Works with providers and nursing staff to troubleshoot problems in daily schedules

d) Makes follow up appointments as needed

2) Performance of administrative duties

a) Answers phone calls and handles incoming and outgoing faxes
b) Assist patients with information requests
c) Printing daily appointments reports
d) Performs patient receptionist duties as needed
3) Attendance 
a) Ensures attendance and hours worked are accurately recorded in computerized timekeeping system
b) Properly manages paid vacation and sick leave

c) Responsible for regular, predictable attendance and to work hours as scheduled, which may include evenings or weekends

GENERAL DEVELOPMENT

1. Requires basic organizational skills, typically to organize own work
2. Job duties require the ability to work independently and as part of a team

3. Job duties are typically performed in response to workflow or ongoing direction by supervisors or others

4. Employees are able to effectively select from alternatives to situations encountered on the job

5. Employees focus is primarily on their own work

6. Duties require the compilation of information 

PROFESSIONAL &TECHNICAL KNOWLEDGE
Possesses a basic level of written and verbal communications skills, computational and computer skills and mathematical knowledge typically acquired through completion of a high school program and 1-2 years medical office experience.
TECHNICAL SKILLS

1. Ability to prepare basic correspondence and simple reports in Microsoft Word

2. Ability to create, send and manage email in Outlook

3. Ability to use a multi-line phone system

4. Ability to access web-based applications and programs of others

5. Fully functional in use of the EPM program
WORK ENVIRONMENT

Work is performed in an ambulatory care setting, which may include the requirement of working at other sites

