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Classification Title: Medical Receptionist II
 
FLSA Exemption Status: Non-Exempt
 
Pay Grade: 7
  
Job Description Summary:  
The Medical Receptionist II, under general supervision, will lead activities of the front office and call center to ensure care for patients, while ensuring efficiencies if front office workflow. The Medical Receptionist II may provide supervision and oversight to other Medical Receptionists depending on the zone/clinical area assigned.

Essential Duties and Responsibilities: 

30% Front Office Coordination and Leadership
· Assists in coordination and leads activities of the front office to ensure compassionate and professional care for patients and efficient workflow.
· Monitors daily performance of front office and call center employees to ensure duties are completed accurately and timely.
· Trains and assists other staff as needed.
· Handles patient phone calls for scheduling appointments, verifying demographic information, and insurance.
· Assists patients at the front desk to verify demographic information, collect co-pays and past-due balances, register patients in the portal, and check patients in and out.

20% Financial Oversight and Reporting
· Oversees the daily depositing of funds, including submitting financial reports.
· Monitors the flow of patient check-in and check-out procedures while ensuring patients are informed of delays.
· Oversees front office collections of co-pays and fees.

10% Scheduling and Patient Management
· Reviews scheduling needs for patients and may work with filtering patient flow.
· Completes various projects that can include correcting denied claims due to registration errors and scheduling patients for wellness visits.

10% Inventory and Supply Management
· Monitors, organizes, and creates orders for office and clinic supply inventory and over-the-counter medications.
· Receives, verifies, and logs receipt of goods into the electronic medical records system.

5% Work Order and Service Management
· Prepares various work orders and manages service calls and repairs.
Sends, receives, and distributes mail and correspondence.

5% Record Keeping and Data Entry
· May perform and/or oversee entry into the electronic medical records system.
· Scans insurance cards and IDs.
· Investigates and resolves routine errors on cash transactions.

20% Duty Title (for the department's use)
· Remaining Percentage Can Be Determined by Department to Meet Business Needs or Can Be Incorporated into Percentages Above.

Qualifications:

Required Education: 
· High school diploma or the equivalent combination of education and experience

Required Experience:
· Four years of related experience

Required Licenses and Certifications: 
· None

Required Knowledge, Skills, and Abilities: 
· Ability to multitask and work cooperatively with others.
 
Additional Information:

Machines and Equipment: 
· Computer
· Telephone
· Copier/Scanner

Physical Requirements: 
· None

Other Requirements and Factors: 
· This position is security sensitive
· This position requires compliance with state and federal laws/codes and Texas A&M University System/TAMU policies, regulations, rules and procedures
· All tasks and job responsibilities must be performed safely without injury to self or others in compliance with System and University safety requirements
 
Is this role ORP Eligible? If so, it needs to meet the criteria on the Rules and Regulations of the Texas Higher Education Coordinating Board.  
☐ Yes 
☒ No 
 
Does this classification have the ability to work from an alternative work location? 
☐ Yes 
☒ No   
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