POSITION TITLE:   PATIENT REPRESENTATIVE

CLASS CODE:   6814                 

POSITION SUMMARY 
The PATIENT REPRESENTATIVE works under general supervision to function as a specialized resource in representative works under general supervision to function as a specialized resource in the clinic.  Perform specialized clinic functions including, but not limited to training, quality review, representing the clinic on committees and other special projects as directed by the manager. Expected to demonstrate competency in the job elements of the patient technician/chart technician, registration and appointment specialist and the point of service coordinator.
EXAMPLES OF WORK 

1. Demonstrates proficiency In Patient Technician/Chart Technician, Registration, Appointment Specialist and Point of Service Coordinator skills.
2. Exhibits effective problem solving abilities to identify clinic office needs that require intervention or revision.
3. Serves as liaison between the clinic office personnel and the office manager.
4. Offers suggestions for improvement to the clinic manager.

5. Maintains daily awareness of clinics office and potential problems by functioning as a working supervisor.
6. Inventories and anticipates office supply needs.

7. Coordinates daily filing.

8. Assures clinic check-in is being followed.

9. Competent in basic nursing assistant skills i.e., vital signs, phlebotomy, CPR and patient check-in process.
10. Uses equipment for implementing patient care and complies with safety and emergency procedures.

11. Serves as a role model for employee’s bases on the UAMS Code of Conduct and Guest Relations Guidelines.

12. Actively participates in career growth.

13. Attends 100% of mandatory meetings &80% of staff meetings.

14. Assures clinic Ambulatory Services and UAMS policies are being followed.

15. Insures employees are properly trained.

16. Assists with clinic support activities.

17. Develops a plan for own learning needs to include 8 hours of continuing education.

WORKING RELATIONSHIPS 

Daily interaction with physicians, co-workers, patients, vendors, health departments, physical plant other state agencies and visitors.
SPECIAL JOB DIMENSIONS 

Treats patients with respect and consideration of age level. Projects a positive “can do” attitude.  Participates as a team member supporting office employees.  Promotes positive interaction with nursing and medical staff. Maintains current knowledge of financial counseling and insurance and Medicaid changes. Approves leave time.  Completes appraisals, counsels employees, adjusts daily assignments and work schedules as appropriate. Actively participates in career growth. Is directly accountable to Physicians in absence of Clinic Manager  
KNOWLEDGES, ABILITIES, AND SKILLS 

Knowledge of financial, billing and clerical activities.
Knowledge of time management and delegation of duties to complete all tasks during regular work hours.
Knowledge of financial counseling  and insurance and Medicaid changes.

Ability to promote positive interaction with nursing and medical staff. 

Ability to supervise fairly, consistently, objectively and professionally. 

Ability to inventory and anticipate office supply needs.
Ability to create an atmosphere which fosters motivation of employees to work at optimal efficiency at all times.

Ability to project a professional image by all personnel

MINIMUM QUALIFICATIONS 

Bachelor’s degree in Business Administration or related field plus 3 years experience working in medical setting and Basic CPR Certified.
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. 

