LAKEWOOD FAMILY MEDICINE

Position Description

Job Title: 
Intake Desk Clerk

Department: 
Clerical

Reports To: 
Clerical Team Leader

Reviewed:            5-21-18
SUMMARY 

Greets all individuals coming into the LFM facility providing excellent customer service to all.  Interviews incoming patient or representative; gathers and enters information required into computer by performing the following duties.

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be assigned.

Greets visitors, pharmaceutical representatives, and others entering LFM’s facility.  Determines reason for visit and forwards information to the appropriate party.

Greets and interviews patient or representative to verify and obtain patient name, address, date of birth, persons to notify in case of emergency, primary care physician, and individual or insurance company responsible for payment of bill.

Scans copies of front and back of insurance cards , HIPAA and confidentiality signatures.
Enters changes of patient information into computer and generates change forms when appropriate.

Obtains signature on necessary forms from patient to protect patient and LFM's interests.

Collects co-payments and writes receipts as appropriate.

Uses computer to notify provider of patients’ arrived.
Accepts specimens and delivers to lab in appropriate manner. 

Answers the telephone, generates electronic messages and sends to appropriate caregiver.

QUALIFICATIONS 

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

EDUCATION and/or EXPERIENCE 

High school diploma or general education degree (GED); plus one to three months related experience and/or training. One to two years’ experience in customer service and  computers/keyboarding.  Must be relatively fast and accurate in computer data entry.

LANGUAGE SKILLS 

Ability to read and comprehend simple instructions, short correspondence, and memos.  Ability to write legibly.  Ability to effectively present information in one-on-one and small group situations to patients, and other employees of the organization.

MATHEMATICAL SKILLS 

Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals.  Ability to compute money and give accurate change.

REASONING ABILITY 

Ability to apply common sense understanding to carry out instructions furnished in written or oral form.  Must be able to deal with problems involving several concrete variables in standardized situations.

PHYSICAL DEMANDS

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to talk and hear.  The employee frequently is required to sit.  The employee is frequently required to stand; walk; occasionally use hands to handle, or feel; and reach with hands and arms.  The employee must frequently lift and/or move up to 10 pounds and occasionally lift and/or move up to 25 pounds.  Specific vision abilities required by this job include close vision, color vision, and ability to adjust focus.

WORK ENVIRONMENT  

The work environment characteristics described here are typical of an office environment and are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

The noise level in the work environment is usually moderate.

