
Our company is looking for a patient care representative. Please review the list of
responsibilities and qualifications. While this is our ideal list, we will consider
candidates that do not necessarily have all of the qualifications, but have sufficient
experience and talent.

Responsibilities for patient care representative

Collaborate effectively with physicians, hospitals and medical staff to meet
scheduling demands
Greet and check in patients in a friendly and courteous manner in person and
on the phone
Ensure required authorizations are obtained and communicated to
appropriate parties (insurance carriers, patients, ) in a timely manner
Oversee the accurate coding, processing and invoicing of surgery, procedural
and hospital charges
In addition, supporting the Epic Training team with administrative tasks as
needed
Under the general supervision of the Health Clinic Supervisor, the Patient
Care Rep/Medical Assistant II is responsible for overall patient management
They will assist with the flow of patients through the front and back office in
an efficient and professional manner, ensure accurate coding of services
rendered and over the counter cash management, inputting of vitals into
EMR, medical assisting duties, eligibility and verification of insurance benefits,
electronic appointment scheduling, patient registration, phlebotomy if
required and other special projects as required
Under the supervision of The Saint John’s Health Clinic Operations Manager,
Director of Supportive Care Program, incumbent is responsible for the
oversight of a new service line called “Supportive Care” which provides care

Example of Patient Care Representative Job
Description
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Incumbent will be responsible for business functions, clinical operations and
quality assurance activities
Incumbent will manage telephone calls, appointment scheduling, coding and
charge entry, coordination of care services with other physicians or third
parties, taking minutes in meetings and administrative activities for the
Program

Qualifications for patient care representative

Ability to speak English and Mandarin
Excel - pivot tables, filtering, editing, sorting
Must be reliable, dependable and punctual and able to work efficiently and
effectively with co-workers and management
2-5 years' experience in call center field
Good tenure is preferred
Pediatrics background a plus


