POSITION TITLE:  PATIENT SERVICES COORDINATOR
CLASS CODE:  6716
POSITION PURPOSE:
The Patient Services Coordinator performs clerical, medical records, patient reception, admission services which are supportive to the care provided to patients.  The Patient services Coordinator works under the director of the Clinical Service Manager, Registered Nurse.

DUTIES AND RESPONSIBILITIES:

· Manages Patient Information

· Provides clerical Support in an efficient, Effective Manner

· Complies with safety and emergency Procedures

· Adheres to Department attendance Standards

· Adheres to department Dress Code

· Increases Knowledge by Completing required Educational Activities

· Participates in Unit/Work group, Organization, Evaluation, and Growth

· Communicates Constructively and Informatively

· Demonstrates Commitment to the Service Management Values of University of Arkansas for Medical Sciences Clinical Programs

· Utilizes the Appropriate governance System for Problem solving, Improvement of Practice and Exploration of Issues

· Demonstrates Knowledge of clinical Program, department and Unit Policy and Procedures

· Acquires Initial competencies and New Initiative Specific to Unit/Work group/Service

· Maintains Competencies specific to Unit/Work Group/Service

· Provides care in an Efficient, Effective Manner

· Obtains equipment Necessary for Patient Care

QUALIFICATIONS:

· High School graduate or equivalent

· One year clerical experience, and/or at least 6 months data entry

· Excellent communication skills experience both oral and written

· Ability to accept and follow written and verbal instructions

