CLASS SPECIFICATION











CLASS TITLE:  ADMISSIONS INTERVIEWER�CLASS CODE:  M001











CLASS SUMMARY





The Admissions Interviewer works under general supervision and is responsible for conducting interviews to collect patient information and maintaining patient information records.  This position is governed by agency/institution policy.





EXAMPLES OF WORK





1.	Conducts intake interviews for pre-screened and walk-in patients by requesting personal


	information including insurance coverage, explaining patients rights and


	responsibilities, and obtaining patient signature on billing forms.





2.	Compiles, files and maintains charts and records for patients by keying information into


	computer, typing summary index cards and issuing release information forms, keeps


	information updated in chart and computer, selects correct financial class and insurance


	code for billing purposes, coordinates information exchange with other departments and


	prepares and maintains appointment book for clinic.





3.	Performs follow-up procedures on involuntary admissions by obtaining detention


	orders, contacting physicians to advise them of the court date, and noting expiration


	date of petition into files.





4.	Assists with patient flow and patient exits from clinic, schedules return appointments,


	schedules test directed by physicians, coordinated consultation for patients, requests


	patient transport services, orders x-rays and medical charts upon request and assists


	patients who missed their appointments in rescheduling.





5.	Reviews daily appointment book to assure correspondence with computer list received


	and medical records delivered, makes patient charge plates, maintains statistics of


	patient visits by county financial class, refers patients to financial counselors or other


	services areas, collects private room deposits, prepares folders and patient packets and


	attends meetings when required.





6.	Answers telephone, sorts/routes mail, keeps receptionist area clean and stocks area with


	supplies.





7.	Performs related responsibilities as required or assigned.























ADMISSIONS INTERVIEWER (CONT.)











WORKING RELATIONSHIPS





The Admissions Interviewer has frequent contact with patients, the general public, medical professionals and agency/institution personnel.





KNOWLEDGE, ABILITIES, AND SKILLS





Knowledge of interview techniques.


Knowledge of hospital/clinic intake policies and procedures.


Ability to obtain and record patient information.


Ability to maintain files and complete reports.


Ability to disseminate information orally and in writing.





MINIMUM QUALIFICATIONS





The formal education equivalent of a high school diploma; plus one year of experience interviewing patients/clients to collect data.





Other job related education and/or experience may be substituted for all or part of these basic requirements upon approval of the Qualifications Review Committee.
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