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Our growing company is hiring for a scheduling. To join our growing team, please
review the list of responsibilities and qualifications.

Responsibilities for scheduling

e Actively track and monitor competitive programming and industry trends

e Troubleshoots and solves scheduling conflicts

e Review and organize Clinical Management Software (CCMS), Electronic
Medical Records (EMR) pre-enrollment database system, and schedule
assessments for field staff (Nurses and/or Enrollment 50+) to ensure daily
goals

e Section the report by language needs and County for maximum efficiency in
assigning active and prospective members for appointments for management
review

 Assist with appointment rescheduling activities with documentation in the
electronic medical records, scheduling new appointments, preparation of
special scheduling projects

e Follow protocol and use logical reasoning to escalate situations to
management and clinical staff appropriately

e Maintain daily tracking reports, including 3rd party outsourced Nurses,
managed services organizations (MSO) and/or partnerships / vendors

e Schedule activities for management review

e Help set expectations on resource availability with the capability lead and
project managers

e Ensure smooth transitions for consultants who are on and between client
engagements

Qualifications for scheduling



Experience working with various quantitative and qualitative research
methodologies and research tools

Experience in television preferred

The ability to keep track of hundreds of movies, how they are scheduled and
how they match up together is essential

The ability to adapt to change and disseminate programming information in a
timely manner is essential

Ability to analyze work flow/processes, define inefficiencies, and restructure

as needed



