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A Multi-Service Community Health Center for

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

Temporary Patient Registration Technician
Clinic Support Services Division

Salary:  DOE, w/competitive benefits package

Closes:  September 3, 2010
Who may apply:  All Qualified Candidates

Where to apply:  

· In person at 606 12th Ave So., 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.

Work Location:  Leschi Center, 611 12th Avenue So., Seattle, WA  98144

Primary Job Duties Include:

The Patient Registration Technician primary responsibilities are to accurately collect and enter patient demographics and other registration data into the Seattle Indian Health Board's automated patient scheduling (electronic information system). The Patient Registration Technician is mainly responsible for maintaining and facilitating efficient patient flow through the medical check-in process and for verifying health/medical (insurance) coverage.

DUTIES:

1) Greet patients, and confirm demographics, financial and insurance information for accuracy.  Update information at each patient visit according to established policies and procedures.  Print encounter forms for patient signature.

2) Answer phones and deliver messages to appropriate departments.  Must have excellent communication skills with patient and healthcare staff and maintain poise in stressful situations.

3) Follow all established policies and procedures regarding verification, update and data entry of public and private health coverage sources (Medicaid, Healthy Options, Basic Health, GAU, and Medicare, private insurance, etc.).

4) Schedule walk in medical appointments on availability and/or medical/health need.  Closing out of the daily schedule as needed.
5) Coordinate with medical, mental health and other staff to ensure timely and efficient patient flow through the medical check-in process.  Monitor patient wait times.  Inform patients of delays and assist patients as appropriate in order to reduce waiting time.
6) Maintain confidential information and compliance with HIPAA standards.
7) Provide coverage in other Patient Services areas (e.g. front desk) as assigned.

8) Other job related duties as assigned.

QUALIFICATIONS

Education:  High School or GED.
Experience:

One year of applicable health care experience.  Graduate of Medical training vocational school can substitute for experience.
Knowledge/Skills/Abilities:  Excellent computer knowledge and data entry skills required.  Excellent oral and written communication skills with patients, staff and community members.
Ability to learn about state and private insurances.

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.

Ability to successfully complete a background check.
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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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