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Job Description: Patient Service Representative 
Purpose:	This team-oriented position is responsible for all activities associated with answering incoming calls, registration, insurance verification and scheduling of patients using a computerized electronic medical record system (EPIC) and adhering to our customer service-oriented approach. 
[bookmark: _Hlk192245021]Status:		Part time / Full time 	

Hours:		16 - 40 hours / week 
		Hours as assigned.
		
Reports to:	Office Coordinator
		Managed Care Coordinator
Practice Manager
		Physician Partner Group

(As a professional medical practice, all physicians have a general supervisory 
responsibility over all non-physician employees regardless of the employee’s direct 
supervisor as defined above)

Supervises:	None
Key Responsibilities:
· Promptly answers telephone, triage calls, directs patient calls to proper location, takes accurate and detailed messages in the EPIC system using professional and courteous customer service techniques.
· Efficient use of EPIC EMR for appointment scheduling as well as sending messages to providers and coworkers.
· Schedules appointments accurately, reviewing date, time, location, and any patient instructions. Obtains accurate insurance information to ensure eligibility when scheduling appointments. 
· Scheduling status is maintained daily and potential problems are addressed with corrective actions.
· Provides basic information and instructions to patients regarding the practice and visit.
· Answer questions and offer other information, as requested, to provide patient-focused service and a positive impression of the organization.
· Remind caller of cancellation/no-show policy.
· Register patient; obtain and enter accurate demographic information into computer system (name, address, date of birth, telephone number, name and identification number of insurance, proper guarantor information and verification of health insurance).
· Review and reconciliation of patient demographic sheets for all locations to ensure accurate information in Epic system.
· Provide education and enrollment of the patient MyChart portal ensuring that correct proxies are set.
· Manage patient registration work queues in Epic.
· Collaborate and develop strong professional relationships with the Administrative, Nursing Provider and Management team members.
· Additional duties assigned by the Manager to meet department needs.
Physical Requirements:
·  See to read fine print
· Ability to hear spoken words and to communicate verbally
· Mobility to allow access to all necessary locations of the Practice
· Ability to bend, kneel, sit and stand on a repetitive basis
· Ability, including manual dexterity, to use all appropriate machinery and equipment 
essential to fulfilling job responsibilities, for example, telephones, copy machine, etc.
Licensure/Certification Requirements:
· Must maintain a valid State-issued Driver’s License.
· Must possess and maintain a working automobile and or the ability to move to any of PAB locations if needed.
Educational Requirements:
· Education from an approved medical administrative program or equivalent preferred
· High School Diploma or equivalent required
· 1 to 3 years of experience as a Medical Secretary preferred
· Experience with EMR strongly preferred (Epic)
· Experience with insurance company policies and coverages
· Knowledge of medical terminology
· Experience with Microsoft Office suite
Preferred Skills and Qualifications:
· Excellent communication and interpersonal skills.
· Strong organizational and multitasking abilities.
· Proficiency in using electronic medical record systems, particularly EPIC.
· Ability to work effectively in a team-oriented environment.
· Customer service experience in a healthcare setting.
· Attention to detail and accuracy in data entry.
· Problem-solving skills and the ability to handle stressful situations calmly.
· Familiarity with medical terminology and insurance verification processes.
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