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[bookmark: example-of-patient-services-job-description]Example of Patient Services Job Description
Our company is hiring for a patient services. If you are looking for an exciting place to work, please take a look at the list of qualifications below.
[bookmark: responsibilities-for-patient-services]Responsibilities for patient services
· Utilize required systems and equipment accurately and efficiently to complete duties
· Patient arrival – verify demographics, insurance, guarantor, PCP, etc
· Complete EOD status for No Show Appointments
· Manage imaging, faxes, and mail appropriately
· Perform Downtime protocol
· Monitor waiting area activity and ensure a clean, organized, and safe environment
· Manage CGSP general email account
· Manage pre-arrival functions, including checking Behavioral Health insurance benefits, prior to the patient visit
· Draft and handle written correspondence, including documenting in medical record
· Process legal documents
[bookmark: qualifications-for-patient-services]Qualifications for patient services
· Accept and embrace changes within the current business environment
· Collaborative team player with willingness to support business partners
· Display sense of urgency to ensure customer's needs are meet according to service guidelines
· Closing clinics
· Ability to work independently contributing team member
· Medical office coding preferred
