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Benewah Medical Center

Job Description/Performance Evaluation

I. POSITION:  Front Office Desk Clerk, Patient Financial Services

II. QUALIFICATIONS: High School Diploma or GED required.  Good work history indicating the ability to work well with the public and in a team orientated environment.  A positive history of work attendance is required.  Cashiering, physician scheduling and NextGen EPM experience desired.  Keyboarding, computer and 10-key experience required.  Medical terminology a plus.  
This is a highly visible position having a great deal of customer/staff contact and interaction, responsible for accurate and timely information gathering and input.  This position also acts as the main cashier for the clinic.

III. PERSONAL CHARACTERISTICS

1. Possesses demonstrated ability to perform as a team player. 
2. Must have strong record of positive staff relationships

3. Maintains positive peer relationships and provides assistance in a friendly, helpful manner to all patients, visitors and staff.

4. Possesses the ability to work independently, is detail oriented, organized, and works under pressure. Meets deadlines. 

5. Ability to handle a large volume of detail-oriented work in a sometimes stressful environment.

6. Must have consistent work attendance record.

7. Demonstrates cultural sensitivity. 

8. Ability to maintain complete confidentiality.

IV. SUPERVISION:

The Manager of Patient Financial Services supervises this position.

V. ADA ESSENTIAL FUNCTIONS

A. Hearing: within normal limits with or without use of corrective hearing devices;
B. Vision: adequate to read 12-point type with or without use of corrective lenses
C. Must be able to verbally interact with staff, clients and public
D. Manual dexterity of hands/fingers for writing, computer input 
E. Able to lift up to _20_ lbs.,
F. Sitting _25 to 75__% of the day
G. Standing/Walking _25__% of the day
H. Pushing, up to __25__lbs.
I. Pulling, up to __25__lbs.
	
MAJOR RESPONSIBILITIES

	DUTY
	STANDARD
	RATING

	Patient/Staff Interaction:
	1. Schedules patient/provider medical visits using Electronic scheduling package.

2. Works with nursing manager regarding late arrivals, no-shows and cancellations in order to optimize provider time.

3. Initiates patient visits on EPM.

4. Verifies and updates patient demographic information, either in person at the time of the visit or via telephone and/or letter prior to their scheduled visit, as a reminder and to advise the patient regarding any requirements of the visit.

5. Reviews new patient registration forms, copies and verifies, all insurance information.  Assists patients as required.

6. Pre-screens patients for Contract Health and Sliding Fee eligibility.  Advise patients of discount and payment options.
	

	Confidentiality:
	1. Maintains complete confidentiality of all patient and employee information. Follows department and center wide policies regarding confidentiality and patient rights. 

2. Understands and follows state and federally mandated requirements regarding patient confidentiality and patient rights.
	

	Alternate Resources:
	1. Keeps a supply of alternate resource forms on hand to give to patients requesting information.
	

	Cashiering:
	1. Processes Patient Payments and prepares receipts

2. Maintains the cash drawer following departmental policies and procedures.

3. Prepares deposits from daily receipts and third party payments, as required.


	

	Other:
	1. Process clinic out going mail by 4 pm each day and delivers it to the Post Office for Mailing.

2. Assists as a team member, as required, with updating policies and procedures, serves on committees and works with the manager and other departments to maintain positive patient/clinic interaction.

3. Performs other duties that may be necessary in the best interest of the organization.
	


EVALUATOR’S COMMENTS:

	

	

	

	

	

	

	

	

	

	


EMPLOYEE’S COMMENTS:

	

	

	

	

	

	

	

	

	

	


INDIVIDUAL GOALS/OBJECTIVES:

	

	

	


I understand that by signing this review, I am not indicating agreement with the rating, but I am acknowledging that my supervisor has reviewed and discussed this performance evaluation with me.

	Employee’s Signature:
	Date:

	Evaluator’s Signature:
	Date:

	Evaluator’s Supervisor:
	Date:


Revised 2/2010
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