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[bookmark: example-of-medical-office-coordinator-job-description]Example of Medical Office Coordinator Job Description
Our company is searching for experienced candidates for the position of medical office coordinator. If you are looking for an exciting place to work, please take a look at the list of qualifications below.
[bookmark: responsibilities-for-medical-office-coordinator]Responsibilities for medical office coordinator
· Uses or assists with medical instruments or equipment needed to administer patient care
· Assists in maintaining quality indicators including but not limited to the lab, joint commission and patient centered medical home initiatives as applicable
· Maintains familiarity with various types of medical insurance
· Provides administrative support for medical matters on behalf of Physicians, Pas/NPs, Nurses, and Genetic Counselors
· Making every patient encounter meaningful
· Going above and beyond patients’ expectations
· Treating others as we wish to be treated
· Being the model of compassion and competence
· Contributing to the work at hand with humility, appreciation, and thankfulness
· Prepares or authors correspondence for the signature of the Clinical/Office Manager and/or Director of Rehabilitative Services as deemed necessary
[bookmark: qualifications-for-medical-office-coordinator]Qualifications for medical office coordinator
· Uses word processing programs accurately for all appropriate correspondence
· Keeps records of minutes of departmental meetings
· Authors written responses to suppliers, physician offices, patients, etc… for the signature of the Clinical/Office Manager and/or Rehabilitative Services Director
· Screens all appointment requests and phone calls for the Clinical/Office Manager and/or Director of Rehabilitative Services
· Prepares productivity sheets each pay period for review by Clinical/Office Manager and/or Director of Rehabilitative Services
· Opens, sorts, and properly distributes all mail received in the departments on a daily basis at least twice per day
