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	Job Title
	Patient Access Clerk

	Job Level
	Staff

	Functional Area
	Patient Access

	Notes
	


JOB DESCRIPTION

JOB TITLE:



Patient Access Clerk 







DEPARTMENT:


Admissions
REPORTS TO:


Admissions Supervisor

SUPERVISES:



N/A

RESPONSIBLE FOR:

Patient Access Desk activity

QUALIFICATIONS:


High school diploma (or equivalent).  Minimum 1 year of experience as a customer service representative, or  similar, preferably in a medical setting.  Ability to use Windows programs such as WordPerfect, Word, and/or other software packages.  Good English language, typing skills and good telephone etiquette.  Ability to read, write and follow directions.

ESSENTIAL FUNCTIONS:


1.
Answers patient access desk telephone.

2.
Directs patient/visitor traffic.

3.
Verifies patient room numbers.

4.
Processes guest center reservations after hours.

5.
Communicates with others.

JOB PERFORMANCE STANDARDS

Patient Access Clerk
All functions shall be performed in a competent, high quality, timely and cost-effective manner in accordance with departmental procedures or protocols. Quality is defined as correct, accurate, thorough and age-appropriate. Other performance measures and/or expansion of the above also apply if included below.
	Functions and Performance Standards
	Rating

	1.
Answers patient access desk telephone.

A.
Answers telephone, providing requested information timely and accurately.

B.
Offers callers direct dial information prior to transferring to the requested room/department
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	2.
Directs patient/visitor traffic.

A.
Provides appropriate directions to walk in traffic.
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	3.
Verifies patient room numbers.

A.
Confirms patient room number for visitors and staff.  

B.
Provides confirmation of patient room number for floral deliveries.
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	4.
Processes guest center reservations after hours.

A.
Provides the guest, with reservations, the prepared envelope containing keys and guest instructions, upon arrival.  Explains to the guest that the patient access desk staff will not be responsible for relaying messages to guests.  Callers will be directed to try the call again.  Explains to the guest that the patient access desk staff does not collect payment, but payment may be made in the guest center during the check out process.

B.
Completes a reservation card for guest with no reservations and provides them with keys and guest instructions as noted in section A.

C.
Provides guest a parking pass upon check in; additional parking passes must be obtained through the guest center.

D.
Refers the guest to guest center staff for further reservations (beyond one night).
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	5.
Communicates with others.

A.
Establishes effective relationships with co-workers and employees in other departments.

B.
Performs appropriately in difficult situations by remaining calm, notifying appropriate personnel and initiating appropriate action.

C.
Responds to inquiries from patients, relatives, physicians, insurance companies and general public quickly and efficiently by actively listening and taking appropriate action.

D.
Discusses problems/confidential information only in appropriate settings and with appropriate personnel.  Keeps confidential documents secure and out of public view.
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TOTAL POINTS:          / NUMBER OF FUNCTIONS:                =
	


