INTERNAL JOB POSTING
Date Posted: 

August 6, 2010
Department: 

Patient Service Representative   
Location: 

Ridge Office 
Status: 


Full-time 

Reports to:  

Jennifer Nieves  
Scope of Position

Responsible for all customer support services conducted at the Front Desk. 
Essential duties and responsibilities which must be performed in order to carry out the position purpose summarized above: 
· Greet patients and visitors in a prompt, courteous, and helpful manner.

· Responsible for accurate and timely scheduling and registration.

· Responsible for collecting information for sliding scale eligibility. 

· Channel all incoming calls and routes to appropriate departments. 


· Write accurate message for providers with all the information required.  

· Respond to emergency calls according to established procedures. 

· Maintain information in a confidential manner.

· Maintain schedule of physicians’ on-call and Saturday schedule, updating as necessary and notifying the answering service of changes.

· Collect and enter data accurately.

· Collect co-payments and other types of patient responsibility payments.

· Make appropriate phone calls or access insurance companies through internet to determine patient’s eligibility of coverage.

· Forward all necessary correspondence and mail to Ridge location in a timely manner. 
Education and Experience
· Proficient in Microsoft Office and database applications 

· A minimum of one year experience in ambulatory health care setting preferred

· Knowledge of medical insurance

· High school diploma or GED

· Fluent in the Spanish language preferred 

Note: NFP employees must satisfy a full year of service in order to be eligible for consideration. Internal applicants within (90-day) of a Corrective Action will not be considered.

If you know of someone that would like to be considered for this position, please submit his or her resume and the employee referral form to Barb in Human Resources. 
