JOB DESCRIPTION
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JOB TITLE:		Intake Coordinator





DEPARTMENT:	Administration


REPORTS TO:	Director of Admissions 





GENERAL PURPOSE:


 The primary purse of the Intake coordinator is to manage the admission process with the current applicable federal, state, and local standards, guidelines and regulations. To assure that proper admission documentation procedures are maintained at all times





 ESSENTIAL JOB FUNCTIONS:


Organize and monitor the admission documentation process


Maintain current census


Review admission agreement with patient and/or responsible party


Obtain authorization signatures as need from patients and/or responsible party


Prior to a patient’s admission, verifies patient’s insurance coverage from the appropriate staff


 Conducts intake interviews with new or readmitted patients to gather necessary administrative information, assists patients in completing paperwork


Forwards copies of completed admission paperwork needed to medical file. 


Maintains current knowledge regarding third-party and first-party payment procedures and regulations


 Assists patients and family with questions as they occur. 


Refers patients with billing questions to business office manager


Develops and maintains a good working rapport with the community, discharge planners, doctors, and all other that you come in contact with on a daily basis


Coordinate the admissions procedures with other departments as needed


�OTHER JOB FUNCTIONS:








Attend and participate in educational activities, in-service training and staff meetings


Other duties as assigned





Physical and Sensory Requirements (With or Without Aid of Mechanical Devices):  Walking/mobility, reaching, bending, fine hand coordination, grasping, pushing medication carts, pulling, lifting and repositioning residents; ability to hear and respond to pages; ability to distinguish smells, tastes, and temperature; ability to read and write; ability to understand and follow written and oral instructions; ability to verbally communicate with residents and others; ability to understand and apply training and in-service education; ability to instruct personnel during training education and staff meetings; and ability to remain calm in emergency situations and when handling multiple tasks





QUALIFICATIONS:


Must have at a minimum, two years clerical or administrative experience


Must be able to read, write, speak and understand the English language


Must possess the ability to deal tactfully with coworkers, patients, family member, visitors, government agencies and the general public


Basic computer knowledge and ability with an aptitude to learn company software.





Must be able to multi-task and handle multiple distractions on a daily basis


Must be capable of maintaining regular attendance





Must meet all local health regulation and pass post-employment physical exam if required.  This requirement also includes drug screening, criminal background investigation and reference inquiry.





Must be capable of performing the essential job functions of this job, with or without reasonable accommodation.




















