Katahdin Valley Health Center

]Ob Title: New PatientCoordinator

Full Time M-F 8AM-5PM

Status: Hours:

Location: Faten

TheNew PatientCoordinatowill facilitateall aspect®f the newpatientprocess.The Coordinatomwill use
their skills to assisthe nursingandmedicaloffice staffin expeditingthe medicalcareof the newpatient. The
personin thisrole will work aspartof the Clinical CareTeamto insureeffectiveandquality careis givento
theKVHC patient. Answerandprocessiew patientincomingtelephonecalls. Setup new patientin patient
registration Completethe New PatientTrackingform. Collaboratewith EMR Departmento havetracking
form andreleasef recordsenterednto the EHR. Mail patientmedicalrecordsreleasdorms. Scheduleacute
appointmentsor patientshathavenot establisheavith a KVHC provider.Faxmedicalrecordsreleasdorms
to retrieverecords Offer sliding-feeapplicationandexplainhow it is to befilled outandwhattype of
paperworkis requiredto accompanyt. Verify insuranceandobtaininsuranceeferralif required.

Minimum Requirements:

High Schoolor equivalentdiploma,or a combinationof educatiorandwork experienceBusinessourseanda
working knowledgeof busines®ffice equipmentAbility to communicateffectivelywith propergrammarijn
writing or verbally. Experiencewith Microsoft Office Productsjncluding Excel Spreadsheet&ix monthsto
oneyearworking experiencen busines®ffice setting.Ability to work independentlyvith minimal
supervisionMust haveexcellentinterpersonaskills andproblemsolving skills. Must be ableto work under
pressuren a busyhealthoffice setting.

Benefits:

KVHC pays80% of the Healthinsurancé”Premiumfor thefull time employee.DentallnsuranceBenefitfor
theemployeeandfamily at no premiumcostto theemployeg At KVHC DentalCenter). Oneweekof Paid
Vacationyearoneandtwo weeksof PaidVacationeachyearafter. Accruedup to 24 hoursof Paid Time Off
(PTO)andupto 40 hoursof earnedpaidleaveyearoneandaccruedup to 88 combinechoursof PTOand
earnedpaidleaveannuallythereafterShortTermandLong Term Disability premiumpaid 100%by KVHC.
Onetimestheemployee'sinnualsalaryin aLife InsuranceBenefitat no costto theemployee.Tenpaid
holidaysannually. Educationreimbursemenbpportunities.401kavailableafteroneyearof employment.
KVHC matcheghefirst 3% of your contributionat 100%. KVHC staff adjustmentwvailableuponhire.

To apply for this position, please click on the

“Apply Now” button on the Job Opportunities page.




	Job Title: New Patient Coordinator
	Status: Full Time
	Hours: M-F 8AM-5PM
	Location: Patten
	Text1: The New Patient Coordinator will facilitate all aspects of the new patient process.  The Coordinator will use their skills to assist the nursing and medical office staff in expediting the medical care of the new patient.  The person in this role will work as part of the Clinical Care Team to insure effective and quality care is given to the KVHC patient. Answer and process new patient incoming telephone calls. Set up new patient in patient registration. Complete the New Patient Tracking form. Collaborate with EMR Department to have tracking form and release of records entered into the EHR. Mail patient medical records release forms. Schedule acute appointments for patients that have not established with a KVHC provider. Fax medical records release forms to retrieve records. Offer sliding-fee application and explain how it is to be filled out and what type of paperwork is required to accompany it. Verify insurance and obtain insurance referral if required.
	sf: High School or equivalent diploma, or a combination of education and work experience. Business course and a working knowledge of business office equipment. Ability to communicate effectively with proper grammar, in writing or verbally. Experience with Microsoft Office Products, including Excel Spreadsheets. Six months to one year working experience in business office setting. Ability to work independently with minimal supervision. Must have excellent interpersonal skills and problem solving skills. Must be able to work under pressure in a busy health office setting.
	fdsa: KVHC pays 80% of the Health Insurance Premium for the full time employee.  Dental Insurance Benefit for the employee and family at no premium cost to the employee (At KVHC Dental Center).  One week of Paid Vacation year one and two weeks of Paid Vacation each year after. Accrued up to 24 hours of Paid Time Off (PTO) and up to 40 hours of earned paid leave year one and accrued up to 88 combined hours of PTO and earned paid leave annually thereafter. Short Term and Long Term Disability premium paid 100% by KVHC.  One times the employee's annual salary in a Life Insurance Benefit at no cost to the employee.  Ten paid holidays annually.  Education reimbursement opportunities.  401k available after one year of employment.  KVHC matches the first 3% of your contribution at 100%.  KVHC staff adjustment available upon hire.


