POSITION TITLE:   AMBULATORY TECHNICIAN II   

CLASS CODE:                    

POSITION SUMMARY 

The AMBULATORY TECHNICIAN II is the patient’s first contact with the clinic.  Assists with and answers patients billing questions.  Is primary support for clinic activities.  Performs related duties as needed.
EXAMPLES OF WORK 

1. Maintains the Patient Management system.
2. Serves as the primary office support for clinic activities.
3. Assists with billing and insurance questions.

4. Screens Medicaid patients

5. Confirms PCP’s.

6. Assists with referrals.

7. Schedules appointments.

8. Coordinates admissions

9. Handles calls and visitors.

10. Registers patients.

11. Performs related duties as needed.

WORKING RELATIONSHIPS 

Primary daily interaction with patients and visitors.  Communication a must with  Ambulatory Tech I.
SPECIAL JOB DIMENSIONS 

One on one patient assistance with appointments, billing, referrals, hospitalization and patient registration. Ansere phone call for clinic.
KNOWLEDGES, ABILITIES, AND SKILLS 

Knowledge of Medicaid billing.
Knowledge of Medical Insurance billing.
Ability to maintain Patient Management System. 

Ability to greet and meet the public enthusiastically and cheerfully in person and on the telephone.. 

MINIMUM QUALIFICATIONS 

High School diploma or equivalent plus 2 years of training and 2 years of related experience.
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. 

