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Position: PART TIME - PATIENT COORDINATOR 

Description: Fast paced, team oriented pediatric medical home clinic is seeking a part-time Front Office 
Patient Coordinator. Patient Coordinators provide patients and their families with a welcoming first 
impression of the clinic, maintain patient confidentiality, and provide exceptional customer service at every 
encounter. Major functions of the Patient Coordinator include but are not limited to:  

 Registration of patients 
 Collecting insurance information and entering into EHR.  
 Perform check-in/out functions while protecting our patients privacy 
 Provide clinical office support to ensure patient satisfaction 
 Schedule appointments 

 Answer telephone calls, take messages 
 Collect payments 
 Set up patients with online access to their medical records  

Education and Experience: 
 Education: High school diploma or GED; associate degree or specialized medical office study preferred 
 Experience: One year of experience in a medical office setting or in a customer service position 

Skills, Abilities and Requirements: 
 Bi-lingual in Spanish and English 
 Friendly, welcoming, and helpful demeanor 
 Great communicator, able to deal tactfully and professionally with patients, families, staff, and 

providers. 
 Ability to maintain confidentiality of sensitive information and protected health information. 
 Proficient computer skills (preferably experience with Electronic Medical Records) 
 Ability to read, understand and follow written instructions and to understand and follow oral 

instruction. 
 Spell accurately in English 
 Requires sitting for long periods 
 Skill in answering multi-line phone 
 Excellent organizational skills  
 Strong interpersonal skills 
 Ability to multi-task 
 Reliable transportation 

Work Schedule: 

 Part time approx. 30 hours  

 Flexibility to work week days including evening hours and occasional Saturdays.  


