ORTHOGEORGIA
JOB DESCRIPTION

==============================================================================

Front Desk Representative
_____________________________




_19____
JOB TITLE








GRADE

Clinical Services
_____________________________

DEPARTMENT

=============================================================================

JOB SUMMARY:      


Responsible for ensuring all aspects of the check in/check out process are handled in an organized and efficient manner including the preparation of paper work at the start and end of the clinic days to allow for a smooth patient flow.
EDUCATION & EXPERIENCE:


High school education or G.E.D. equivalent.  Prior experience in medical office preferred.  

Must be willing to abide by and support the policies, philosophy, goals and objectives of the 

practice.  Must be pleasant in personality and appearance (neat, in uniform, groomed hair, 

etc.)  Must possess the ability to accept responsibility.  
 TRAINING :  MACHINES/TOOLS/EQUIPMENT/WORK AIDS:

Three months to become independently functional.  Athena EPM & EMR, telephone, scanner, facsimile, & copier.  Microsoft Office (Word, Excel, and Outlook).

JOB RELATIONSHIPS:
Works under the direct supervision of the Clinical Manager.  No supervisory responsibilities.  Has daily contact with medical assistants, nurses, billing staff & administrative personnel.

WORKING CONDITIONS:

Walks, sits, and stands intermittently throughout the day.  Works in a clean, well-lit, heated/ cooled and ventilated office. 

Hazardous materials exposure minimal and limited to normal office supplies.

Physical demands may include:  lifting  25+ pounds, 0-25% of the time and/or pushing 25+ pounds.

Additional physical demands include:  ability to grasp with both hands; pinch with thumb or 

forefinger; turn with hand/arm; reach above shoulder height; simultaneously speak on the 
telephone and write.

Vision:  Adequate to perform the essential functions of the job such as reading from a computer terminal.  


Hearing:  Adequate to perform the essential functions of the job.

Speaking:  Adequate to perform the essential functions of the job such as speaking clearly to co-workers, patients and visitors.
Dexterity:  Adequate to perform the essential functions of the job such as speaking on the telephone and taking a message at the same time.  

Mental:  Adequate to perform the essential functions of the job.

OTHER:


Employee must be aware of and fully support OrthoGeorgia’s policy on Customer Service as well as his/her commitment to Customer Service.  Must have demonstrated ability to deliver services to physician, patients and fellow employees with compassion and in a responsive, courteous and concerned manner in accordance with Policy 2.24.

MAJOR JOB DUTIES:

	13.
	Answer the telephone and takes appropriate messages or handles calls in accordance with office policy.

	14.
	Makes appointments when required (overflow from appointment schedulers).

	15.
	Verifies all patient paperwork is present and complete prior to patient being sent to back to see physician/practitioner.  

	16.
	Scans any appropriate paperwork, insurance cards, ID’s, etc., in a timely fashion.

	17.
	Communicates with check-in staff regarding any discrepancies, paperwork needed, etc.

	18.
	Performs other duties as required.

	
	Responsibilities as Check-In Back-Up:

	19.
	Greets patients and visitors in a friendly, welcoming manner while determining their needs.

	20.
	Secures accurate insurance, demographic and general registration information from patients.

	21.
	Checks patients in or assists patients with self check-in process.

	22.
	Ensures referrals are in place when applicable.

	23.
	Takes patient co-pays at time of check-in.

	24.
	In a timely manner, places patient information in appropriate location for further processing.

	25.
	Distributes faxes to appropriate departments in a timely fashion.

	26.
	Posts payments, closes and balances at end of each day, turning money in to Business Office.

	27.
	Answer the telephone and takes appropriate messages or handles calls in accordance with office policy.

	28.
	Makes appointments when required (overflow from appointment schedulers).

	29.
	Verifies all patient paperwork is present and complete prior to patient being sent to back to see physician/practitioner.  

	30.
	Scans any appropriate paperwork, insurance cards, ID’s, etc., in a timely fashion.

	31.
	Communicates with check-in staff regarding any discrepancies, paperwork needed, etc.

	32.
	Maintains schedule of staff.


This job description in no way states or implies that these are the only duties to be performed by the employee occupying this position.  Employees will be required to follow any other job-related instructions needed to perform any other job-related duties requested by their supervisors and/or other management as required.  OrthoGeorgia reserves the right to revise or change job duties and responsibilities as the need arises.  
I have been given the opportunity to read and ask questions concerning my job position. I understand that this job description does not constitute a written or implied contract of employment for any term. 

Employee Signature: ________________________________________    Date:_____________

Manager Signature: __________________________________________  Date: _____________
