CENTER FOR HEALTH ASC, LLC

PEORIA, ILLINOIS 

JOB DESCRIPTION

JOB TITLE: Registrar
LAST REVISED DATE: 7/2016


DEPARTMENT: Business Office
CLASSIFICATION: Nonexempt

REPORTS TO: Director, Business Operations
SUMMARY:   Reporting to the Director of Business Operations and according to established policies and procedures, interviews patients to obtain necessary identification and billing information and keys information into computer using multiple database systems. Prints registration forms, verifies insurance card information with system information, obtains required signatures and performs other duties/tasks related to registration of patients. 
DUTIES AND RESPONSIBILITIES: (The following duties and responsibilities are all essential job functions, as defined by the ADA, except for those that begin with the word “May.”)
· Greets patients and their family members upon their arrival.

· Interviews patients and patients’ representatives over the phone, in registration area or at patient bedside to obtain demographic, financial and personal information such as patient’s name, address, date of birth, social security number, telephone number, occupation, person to notify in case of emergency, name of attending/referring physician, guarantor and insurance carriers responsible for reimbursement of Surgery center bill. Obtains all primary/secondary insurances in order to verify benefit eligibility and plan coverage and to receive authorization of patient visit. Collects accident details to assist Patient Accounts in the filing of liens and third party liability claims processing. Keys information directly into AdvantX billing system. Collects co-payments, deductibles, co-insurance amounts, any up front cash collections, etc. Utilizing credit card terminal collects known amounts via cash, check or credit card. Issues receipts to patient, accurately records payment in patient account, reconcile and balances deposit of receipts and deposits payments in safe. Enters financial information into AdvantX to provide needed financial/insurance information to Business Office. Obtains signatures on financial agreements and HIPAA consents and scans forms into health record. Assesses the need for charity assistance and refers patient to Business Office. Sends corrections and appropriate account changes to Business Office. Complies with all HIPAA privacy regulations.
· Prints summary sheet, assists in patient chart prep and enters necessary patient information into Surgery Center records.

· Secures all necessary signatures on financial forms according to established policies and procedures, and ensures all information recorded is complete and accurate. Scans or compares copies of patients’ insurance cards and documents in AdvantX and Electronic Health Record.

· Explains Surgery Center policies or regulations pertaining to Medicare Rights and Responsibilities, valuables, smoking, visiting hours and so forth to patients and patients’ representatives.

· Contacts patient care areas regularly to exchange and gather routine information regarding patient registration.

· Answers telephones or makes telephone calls to assist physician and other clinical departments in patient and family care.
· Performs related clerical duties such as filing records, photocopying materials, answering telephones, relaying messages and calling patients regarding copay collection.
· Talks with patients and families regarding wait time, surgery status, policies and procedures of CFH, directions, etc for effective communication

· Serves families drinks and/or refreshments.
· Prints patient summary sheets for Anesthesia department and lab department providing departments with updated patient billing information.

· Moves sheets in EHR to correct location once scanned.

· Attends mandatory department meetings.

· Develops and maintains a positive working relationship with department, physicians, offices and outside agencies.

· Supports and is involved in the CFH’s continuous quality improvement efforts designed to increase patient outcomes, increase patient satisfaction, and improve the utilization of the CFH’s human, capital, and physical resources.

· Performs other duties in the business office as needed.
QUALIFICATIONS:

· Ability to read, write and demonstrate competency in using multiple software programs to complete the patient information and billing process. These competencies are at a level normally acquired through completion of high school. Minimum of one year medical office, receptionist, or customer service experience required.
· Approximately three months on the job experience necessary in order to acquire familiarity/competency with admission procedures and record keeping requirements, and to gain understanding of insurance coverages, financial class codes and medical terminology for accurate documentation of patient medical and financial information. Ability to key information with speed and accuracy.

· Interpersonal skills necessary in order to effectively and professionally interact with patients, with regard to personal and financial information specifically as it relates to patients who are uninsured or under insured. All interactions with patient’s families, ancillary personnel and patient representatives are professional and comply with HIPPA regulations.
PHYSICAL/MENTAL REQUIREMENTS:

While performing the duties of this job, the employee is frequently required to do the following: 

· Work requires ability to lift objects weighing up to 10 pounds on a daily basis.
· Work requires ability to carry objects weighing up to 10 pounds on a daily basis.
· Work requires the ability to stoop and bend, ability to reach and grab with arms and hands, manual dexterity, ability to communicate with others.
· Work requires proofreading and checking documents for accuracy on an hourly basis.
· Work requires ability to use a keyboard to enter and transform words or data on a hourly basis.
· Work requires ability to use a keyboard and video display terminal to receive, retrieve, and/or audit information and data on an hourly basis. Must have ability to push/pull mobile registration devices on a daily basis.
REPORTING RELATIONSHIPS:

· Reports to Director of Business Operations.
· Has no responsibility for leading or supervising the work of others.

WORK ENVIRONMENT:

· Normal office environment with little exposure to excessive noise, dust, temperature and the like.
The above is intended to describe the general content of and requirements for the performance of this job.  It is not to be construed as an exhaustive statement of duties, responsibilities or requirements.  Nothing in this job description restricts management’s right to assign or reassign duties and responsibilities to this job at any time.
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