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	Job Title: 
	Patient Services Liaison
	Job Status: 
	Non-Exempt

	Reports To: 
	Patient Services Coordinator
	Pay Grade: 
	

	Department:
	Patient Services
	Department Code:
	

	Location:
	Fresno, Selma, Clovis
	


SUMMARY
Under the direct supervision of the Patient Services Coordinator, PSR Liaison is primarily responsible for greeting patients and visitors to the practice, maintaining cleanliness of common areas, and reporting maintenance needs as appropriate.
DUTIES AND RESPONSIBILITIES 
· Greet patients and visitors (vendors, etc.) in a courteous and professional manner

· Maintain visitor’s log, direct visitors to appropriate department

· Escort patients to available Patient Service Representatives for check-in and –out

· Check-in and check-out of patients on a limited basis, as directed by manager, which may include:

· Reviewing and updating patient demographics

· Reviewing appointment details

· Scheduling return appointments and issuing appointment cards

· Assist patients with directions to surgery center, restrooms, optical, etc.

· Maintaining stock of magazines, including labeling and distribution amongst waiting areas

· General cleaning duties include:

· Straightening magazines/newspapers

· Pick up trash from floors

· Keep chairs in correct positions

· Check downstairs restroom (women-women’s, men-men’s) for cleanliness and supply needs.

· Restock coffee machine and clean the coffee station

· Disinfection of common areas, as assigned

· “Roam” the clinic and surgery areas to determine patient needs (drinks, wheelchairs, etc.)

· Report to Maintenance and/or Coordinator of safety concerns (lifted carpet, etc.)

· Report to Coordinator aesthetic concerns (worn chairs, etc.)

· Assist front desk, scheduling, and optical staff as assigned

· Other duties, as assigned
QUALIFICATIONS  leave the following items as is
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skill, and/or ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform essential functions.

EDUCATION and/or EXPERIENCE

High school diploma or general education degree (GED); six months to one year related experience and/or technical school training; or equivalent combination of education and experience.

LANGUAGE SKILLS

Ability to read and comprehend simple instructions, short correspondence, and memos.  Ability to write correspondence.  Ability to effectively present information in one-on-one and small group situations to customers, clients, and other employees of the organization.

MATHEMATICAL SKILLS

Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals.  Ability to compute rate, ratio, and percent and to draw and interpret bar graphs.
REASONING ABILITY

Ability to solve practical problems and deal with variety of concrete variables in situations where only limited standardization exists.  Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule form.

PHYSICAL DEMANDS

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to sit; use hands to finger, handle or feel, and talk or hear.  The employee frequently is required to stand, walk and reach with hands and arms.

EMPLOYEE ACKNOWLEDGMENT

I have received a copy of the position description and have read and understand the contents.
_______________________________
       Employee Name (Please Print)

_______________________________

__________________
   Employee Signature
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