Front Office/Insurance
Summary of Position:  Responsible for confirming patients/ Treatment plans/scheduling/ charts,  telephones, insurance verification, check out.

Responsibilities:

· Chart review during morning meeting, note AR’s and co-pay amounts to be collected.
· Answer telephone, direct calls, (no scheduling, financial, insurance, billing questions are done at the from desk) screen calls, take messages and answer inquiries. 
· Stay on top of schedule, call patients if late and alert back staff and doctor to any     schedule changes (Pt to arrive in 5 minutes, if more than 10 mins late check with  Doctor or assistant to see if still able to be seen)

· Follow up with broken appointments and fill cancelled appointments when possible from short call list, 
· Help with recall system (Check computer for appts prior to mailing post cards)
· Keep reception area tidy as well as patient restroom during the day
· Encourage practice growth through positive communications with patients, doctors and community
· New patient letters
· Be an active participant at staff meetings
· Make New Patient info folders as needed
· Chart any and all inter-actions with parents, phone calls, CA/BA’s, messages left in the patient’s chart.
· Confirm restorative and surgical patients personally (2 days ahead & 1 week ahead, call all appts to confirm (USE SCRIPT) - remind all appts to bring any paperwork or new insurance info) confirm insurance is what we have in computer if not get new info and verify it, add to computer after getting limits and history
· Verify insurance information and add to patient’s account under account (if insurance covers more than one child enter in all sibs charts) 
· Call hygiene patients 2 weeks ahead – ask if it still fits family schedule (use script)
· End of Day, balancing and paperwork 
· Check out patients, Present treatment plans, schedule ops, and recalls, file insurance at check out, process pre-est’s follow up with parent to schedule
· Perform additional responsibilities as assigned
Skill/Abilities:

Interpersonal:  This position will require someone who has good interpersonal skills to maintain rapport with patients, doctors, and staff.

Technical:  Will require multi-tasking capabilities, excellent communication skills, and an ability to remain calm in somewhat stressful situations.

Verbal:  Effective verbal skills to communicate both in person and on telephone with patients and parents.  Must have friendly, energetic personality.

Problem Solving Skills:  Must be capable of effective scheduling utilizing gentle persuasion while at the same time presenting a desire to accommodate.

Acknowledgement by Employee:

The contents of this job description have been discussed with me ands I have received a copy thereof.  I understand that this document is general in nature and that duties and responsibilities required may be amended from time to time. 
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