Michigan Oral Surgeons
Patient Service Representative
PRIMARY FUNCTION:

Facilitates appropriate office function for patient administrative service and revenue processing.
DUTIES AND RESPONSIBILITIES:
Telephone and Front Desk Reception
· Uses appropriate and professional behavior during all telephone calls
· Answers questions and gives information directly or via the telephone within the limits of knowledge and practice policies 
· Directs calls to appropriate personnel

· Takes and relays messages

· Manages multiple phone lines simultaneously

· Manages transfer to and from after-hours answering service

· Maintains strictest confidentiality


Scheduling a Patient Appointment and Verifying Payment Information

· Takes demographic, referral and insurance information and schedules patient appointments

· Registers patient onto software system

· Create and manage patient charts following office protocol

· Ensure that all patients have a known mechanism to pay their bills; are notified of appropriate materials to bring to their appointment (e.g., x-rays, referral, etc.) and receive pre-surgery information 
· Makes appointment reminder calls to patients 
Insurance Authorizations 

· Verifies insurance coverage and obtains authorization to treat 
· Answers patients’ questions about insurance coverage 
· Assists with surgical authorizations 
Charges and Billing 
· Post office patient charges 

· Calculates patient copayment and deductible 

· Collects and posts patient payments
· Submit claim to insurance

· Follow-up on unpaid insurance claims

· Responds to patients billing questions
Patient and Visitor Contact
· Greets patients and office visitors in a pleasant and professional manner

· Obtains relevant medical/dental and demographic information at check-in with paper forms or via online process
Administrative Support 
· Counts and balances “cash box” money at the end of the day.

· Manage petty cash and daily cash box

· Balances Daysheets

Charges posted with encounter forms



Payments posted with actual receipts

Charts Management 
· Create and manage patient charts according to office policy

· Retrieve and file medical records, letters, reports, and miscellaneous items as requested

· Prepare charts for daily patient appointments

· Scan and label documents into EMR

Miscellaneous
· Log incoming x-rays and referrals in WinOMS 
· Maintain waiting room
· As detected or needed
QUALIFICATION:

High School diploma


Associate degree or higher preferred

REQUIREMENTS:

Manual dexterity and physical mobility


Computer proficiency 
Supervision by:



Drs. Fear, Lopez, Fasi, Sanker and Practice Director
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