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Seattle Indian Health Board
A Multi-Service Community Health Center for

 Medical, Dental, Mental Health, Substance Abuse, and Community Education

JOB ANNOUNCEMENT

Patient Services Representative O/P
Chemical Dependency Services Division
Salary: DOE, w/competitive benefits package

Open Until Filled
Who may apply: All qualified candidates

Where to apply:
· Apply in person at 606 - 12th Avenue S, Pearl Warren Building, Seattle, WA 98144

· Apply by mail P.O. Box 3364, Seattle, WA 98114

· Or contact 206-324-9360 ext. 1123. 

· You may download the job announcement and application materials at www.sihb.org.

Required forms and materials: A completed Seattle Indian Health Board application and affirmative action data record, resume, and cover letter. Incomplete or late application materials may not be processed.
MAJOR RESPONSIBILITIES:
This position will be the primary contact person for appointments, including ADATSA and Treatment Expansion appointments.  Will provide patient reception at the Outpatient facility and backup for TARGET data entry.

DUTIES:

1. Greet patients as they arrive for appointments.

2. Schedule appointments in VISION computer system and enter data into TARGET system.

3. Register patients and process patient financial applications for financial discounts.

4. Verify financial eligibility on an on-going basis (all appointments).

5. Maintain, inventory, order and distribute supplies and equipment.

6. Manage bus pass inventory and distribute bus passes to patients.

7. Maintain CDS Outpatient department calendar.

8. Input and retrieve data on personal computer, including word processing.

9. Assist in the preparation of reports and other written materials as assigned. 

10. Provide back up for data entry.

11. Maintain files and handle routine clerical requests.

12. Maintain program manuals as required to comply with WAC, SIHB and licensing standards.

13. Other job related duties as assigned.

QUALIFICATIONS:
Education: HS Diploma or equivalent

Experience: One year directly related work experience in chemical dependency office or

medical/dental office experience including financial screening, and data entry.  Specific

medical education courses can substitute for working experience.  Excellent computer skills.  Must have knowledge of Microsoft Word and Microsoft Excel.  Ability to communicate with people from a variety of ethnic, socio-economic, educational and professional backgrounds.  Ability to handle stressful situations.

Knowledge: Familiarity with health and social issues facing American Indians/Alaska Natives and a desire to promote the delivery of appropriate health services to this population.

Special Requirements:  No misuse of alcohol or drug products for a period of six months.  Successful background check clearance.

Seattle Indian Health Board is an equal opportunity employer and encourages all qualified applicants to contact the agency about current vacancies and future employment opportunities.

Indian hiring preference may apply to some positions (as defined in Title XXV, US Code Sections 44-46 and 474.)
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