POSITION TITLE:   POINT OF SERVICE COORDINATOR   

CLASS CODE:     6815                

POSITION SUMMARY 

The POINT OF SERVICE COORDINATOR works under supervision to function as a patient resource for all billing questions (MCPG and University Hospital). Facilitates comprehensive patient data collection and timely/accurate billing and prompt collection of payment for services rendered.  Accepts payments, issues receipts and perform diagnosis and procedure coding.  This position may perform other activities, which support the patient care effort as requested.  Clinical and clerical skills will be reviewed annually to maintain competency. Required to demonstrate competency in the job elements of the Patient Technician/Chart Technician and the Registration and Scheduling Specialist.   
EXAMPLES OF WORK 

1. Demonstrates effective communication skills in all interactions with patients, family members, visitors, peers and other departments as well as interpersonal relations by following guidelines set forth in the UAMS Guest Relations Guidelines.  

2. Maintains strict confidentiality of patient information, practices discretion when sharing patient information with co-workers and the public.

3. Advises patients of collection and billing procedures and anticipated charges. 
4. Assists patients in understanding their liability and explains responsibility regarding their bills.

5. Accepts payments and issues receipts.

6. Completes test and procedure requisitions accurately.  

7. Batches encounter forms with applicable payments.

8. Divides monies collected between MCPG and University Hospital by following established policy guidelines.

9. Handles posting of all charges and applicable payments.

10. Ensures that the correct diagnosis and procedure codes are entered in the point of service system.

11. Meets and greets the public enthusiastically and cheerfully.

12. Answers questions, offers directions as needed.

13. Schedules appointments accurately and reviews future schedules for appropriateness.

14. Organizes and maintains work areas.

15. Provides accurate patient instructions.

16. Reschedules appointments as requested.

17. Compiles data and prepares reports as required including statistical reports and collection reports.  Collection reports will identify activity and collections.

18. Adheres to UAMS code of conduct.

19. Complies with Outpatient Services and Hospital policies and procedures.

20. Adheres to attendance standards as outlined in Hospital Policy P-2.

21. Demonstrates knowledge of all emergency codes.

22. Participates in Quality Improvement activities as required.

23. Performs other duties as assigned.
24. Attends 80% or more of clinic staff meetings. 

25. Participates in orientation of new staff.

26. Participates in annual educational needs assessment.

27. Maintains required job skill competencies and completes skill assessment annually.

28. Completes and maintains documentation of continuing education hours annually.

WORKING RELATIONSHIPS 

Daily interaction with clinic staff, physicians, ancillary departments, third party payors, patients and visitors.
SPECIAL JOB DIMENSIONS 

Responsible for the submission of all physician and hospital charges supplied by the clinics.  Responsible for collection of all co-pays, deductibles and payments for services rendered in the clinics. Attends 20 hours of special training and in-services including mandatory in-services and registration training.  
KNOWLEDGES, ABILITIES, AND SKILLS 

Knowledge of the job elements of the Patient Technician/Chart Technician. 

Knowledge of the job elements of the Registration and Scheduling Specialist.
Ability to promptly collect payment for services rendered. 

Ability to greet and meet the public enthusiastically and cheerfully. 

Ability to Compile data and prepare reports/statistical as required. 

Ability to efficiently utilize time. 

Ability to interpret financial forms.

MINIMUM QUALIFICATIONS 

Bachelor’s degree in Business or health related field plus 2 years working in a clinic/hospital and 1 year leadership duties OR High School diploma plus 4 years of training in business office support and/or management; patient customer relations and the above experience.
