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Position: Clinical Services Coordinator                                         Reports to: Manager, Clinical Services (CMT)
Job Classification: Non-exempt


                       Supervises: N/A
Summary of Responsibilities: Responsible for triaging patient telephone calls and following up on and prioritizing tasks, identifying issues that require technician/physician assistance and documenting all actions taken.

Essential Job Functions

· Answer or respond to patient calls and/or triage calls accordingly

· Chart all calls, refills, and faxes, into EHR accordingly

· Creates and maintains standing orders

· Maintain work log so that all non-urgent messages are answered within 2 hours of receipt

· Document all steps taken in work log to guarantee efficiency

· Schedule work-in patient appointments as necessary to call center

· Answers calls in a prompt, professional and polite manner

· Responds quickly and correctly to routine requests for information

· Always Maintains patient confidentiality 
· Cooperates and communicates with all departments

· Must have clinical knowledge to ensure right action is taken for calls

· Phone in or fax prescription pre-certs as directed by Lead Tech or Manager/Clinical Director

· Supports site in clinical information retrieval

· Ability to write, speak, and understand English fluently

· Take care of ERX failures (or like system items) in the computer

· Triage all work in’s and walk in’s and work closely with the Supervisor of where they should be placed

· Assist all patients with questions regarding RX or request for refills, samples, or written prescriptions

Duties and responsibilities may be added, deleted or changed at any time at the discretion of management, formally or informally, either verbally or in writing.

Competencies

· Exceptional human relations skills

· Ability to communicate in a calm, orderly, and non-threatening manner

· Ability to work well and cohesively as a team member

· Ability to effectively manage multiple tasks 

· Ability to create a trustworthy and comfortable environment for patients 

· Ability to work with interruptions and to manage multiple priorities

· Ability to navigate Nextgen/EMA/any other utilized system proficiently

· Excellent customer service and communication skills

· Empathetic with patients’ needs and concerns

· Well organized with attention to detail

· Interacts well with staff members and physicians

· Active listening skills
Minimum Education Requirements

· High school diploma or GED

Minimum Background Requirements

· One year or more previous experience or training in this or similar position
· Clinical Services experience highly desirable
Minimum Demonstrated Skills 
· EHR system
· Proficiency on a PC

· Proficiency using a photocopier

· Proficiency using a fax machine
· Ability to be proficient using all currently utilized technology
Physical Requirements:  

· Must be in good physical and mental condition to withstand the stress and demands of an active position.  

· Manual dexterity, good eye-hand coordination, adequate vision and hearing needed in daily work.

· Must be able to lift, push, or pull up to 20 pounds 

· Sitting 90% of the time.

· Walking 40% of the time.

· Bending and stretching 20%

· Ability to handle moderate to slightly above moderate levels of routine stress

· Minimal environmental hazards.

I have reviewed this position description and understand that I am expected to abide by these standards as outlined.  I understand that I will be evaluated on these standards during my performance reviews.  

_____________________________________________


________________ 
(Print Name - Employee) 






(Date)

_____________________________________________

(Signature - Employee)

_____________________________________________


________________ 
(Signature – Supervisor) 






(Date)

Clinical Services Coordinator
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