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	Job Title
	Patient Access Representative, Scheduling and Preregistration

	Job Level
	Staff

	Functional Area
	Pre-encounter

	Notes
	Can be used for Preregistration 



JOB SUMMARY


Patient Access Representative, Scheduling and Preregistration
Under the direct supervision of the Patient Access Supervisor, the Patient Access Representative, Scheduling and Preregistration receives incoming calls from physicians and patients to schedule elective tests and procedures. An attempt is made to obtain necessary identifying, social, and financial information. Once preliminary information is obtained, the preregistration process is completed.  Information is provided to the patient regarding when and where to report to the Medical Center.  Schedules are made available to the Ancillary Departments.

 1.
Interviews incoming patients prior to date of admission.

 2.
Gathers personal information required including emergency notification numbers and insurance information. 

 3.
Explains hospital policies regarding deposits, parking, personal items and visitation.

 4.
Assists patient in understanding his/her insurance benefits if such information is available.  Refers all uninsured patients to credit counselors.

 5.
Inputs patient information.

 6.
Receives calls from physicians and patients to schedule a date for elective test or procedure.  Obtains demographic and insurance information from physician office.

 7.
Assist in building the scheduling profile in the Affinity system

 8.
Informs patient about necessary consent for treatment and insurance forms.

 9.
Calls patients to verify their appointments.

10.
Routes admission forms to appropriate departments.

11.
Maintains index of reserved and vacant rooms in ADT computer file.

12.
Does  extra duties such as returned mail and hard-copy bill mailings.

13.
Courteously answers telephone calls.  Routes calls or takes accurate messages as is appropriate. Promptly returns voice mail messages.

The above statement reflects the general duties considered necessary to describe the principal functions of the job as identified, and shall not be considered as a detailed description of all the work requirements that may be inherent in the position.


PERFORMANCE REQUIREMENTS

Responsibility for:

1.
Sympathetic, courteous services to create a favorable impression in the minds of patients and assists in their adjustment to hospital surroundings.

2.
Coordination of the admitting and scheduling activities.

3.
Maintaining confidential information.

4.
Accuracy of records.

5.
Proper use of time, equipment and supplies.

6.
Performing all duties and activities with proper regard for the safety of patients, visitors, fellow associates, professional staff, and the associate.

Mental Application:

An above average degree of consistent mental application is required in many aspects of the clerical work performed.  Primary mental involvement is in the alertness of securing, typing and distributing of admission information.

Accuracy:

Admission information and signatures must be exact.  This position requires an above average degree of accuracy.
Must have information about procedures and preps for specific tests.

Public Relations:

This position provides opportunity for influence for the good of the hospital due to the contact with patients, their representatives, the public and other hospital personnel.  Opportunities to present facts and policies about the hospital provide many occasions to influence the understanding and acceptance of hospital services by the public.

Physical Demands:

A normal degree of physical activity is required.  Good physical and mental health, coordination and finger-hand dexterity are necessary together with good visual and aural acuity and pleasant voice communications.


QUALIFICATIONS

Education and Training:


High school graduate or equivalent.

Experience: 

Past work experience in a position of meeting and communicating with the public preferred. For entry into this position, previous experience in the medical office is necessary.  Must have working knowledge of tests, procedures, terminology in addition to insurance knowledge.
Knowledge:

Medical terminology helpful.  Knowledge of types of tests and procedures performed. An understanding of basic English, and speech communication. Be familiar with hospital policies and procedures.

Skill:

Mental:
Ability to work under conditions of frequent interruption.  Poise, 




tact and courtesy in dealing with patients.  Memory of details.  Initiative and judgement involved in classifying financial data and maintaining flow of work.


Manual:
Computer PC’s, faxes, plate machine and copying machines are used during a major portion of this position. 

Supervised by:  Patient Access Supervisor

Workers Supervised:  None

Interrelationships:  Director of Patient Accounts, Professional Staff, patients, Business Office personnel, third party payers, public, other hospital personnel.


SOURCE OF WORKERS

Promoted from:  Entry position.

Promoted to:  No formal line of promotion.

