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Crusader Central Clinic 
JOB DESCRIPTION 

Job Title: Health Center Outreach Specialist 
Job Status: Non Exempt 
Job Grade:  18 
Manager Title:  Director of Revenue Cycle 

POSITION SUMMARY: 
The Health Center Outreach Specialist will focus activities on educating consumers about the Illinois 
Health Insurance Exchange, the Marketplace, and insurance affordability programs such as Medicaid and 
Children’s Health Insurance Program. This role will motivate community members to make decisions on 
obtaining health care coverage that best fits their needs with guidance and information provided. This 
position will work collaboratively with Health Center Enrollment Specialists to complete the selection and 
enrollment process within the state approved systems. This position reports to the Director of Revenue 
Cycle.  
 

ESSENTIAL FUNCTIONS:  
 

1. Accountable for demonstrating the qualities outlined in the “Customer Service Standards of 
Excellence” program when interacting with patients, their families and friends, and fellow 
employees. 

2. Introduce Exchange and insurance affordability programs to encourage participation to 
community members at large. 

3. Provide follow through from outreach to enrollment to ensure maximum enrollment. 
4. Engage community through both individual and group activities to ensure education on the 

Exchange and insurance affordability programs is reaching the targeted market. 
5. Collaborate with community partners to identify barriers to enrollment. 
6. Collaborate with community partners to design and implement new strategies for overcoming 

barriers.  
7. Partner with Crusader staff to ensure opportunities to educate community members onsite and 

offsite is fully utilized.  
8. Serve as a liaison with community partners, ensuring open communication and collaboration. 
9. Engage in activities, such as scheduling and making follow up calls that result in maximum 

enrollment.  
10. Ability to reach predetermined enrollment goals. 
11. Assist the Health Center Enrollment Specialists as needed. 
12. Other duties as assigned. 

 
 
QUALIFICATIONS: 

 Strong oral and written communication skills 

 Demonstrated effective interpersonal relationship skills with diverse individuals and groups 

 Demonstrated ability to successfully inform and motivate diverse groups, preferably in a 
healthcare environment  

 Demonstrated ability to work with community partners to produce desired outcomes 

 English and Spanish literacy (written and verbal) a must. 
 
Knowledge of:  
Community Resources 
Basic Marketing and/or Advertising  
 
Ability to:  
Develop and maintain professional partnerships, internal and external 
Inform and motivate 
Follow up and through on projects 
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EDUCATION/EXPERIENCE/TRAINING:  
Any combination of Education, Experience and Training that would provide the required knowledge and abilities is 
qualifying.  A typical way to obtain the required knowledge and abilities would be through the following: 

 
Education: 

 High School diploma or equivalent. An Associate degree preferable.  
 
Experience: 

 Work in healthcare, social services, or education preferred. 
 
Technical Knowledge: 
Other Skills:  Strong computer literacy/proficiency in Microsoft Office preferred 
 
Equipment:  PC, email, facsimile machine, computerized voice mail system, and common office 
machines, multi-line telephone system  
 
Software Knowledge: Windows, MS Office (Word, Excel, PowerPoint) 

 
PERSONAL CHARACTERISTICS: 

 Exude strong customer service skills 

 Possess the ability to establish and maintain professional working relationships with all levels of 
staff, clients, and the public  

 Detail oriented with the ability to work with minimum/no supervision   

 Willingness to be part of a team-unit and cooperate in the accomplishment of departmental goals 
and organizational objectives 
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Physical Requirement Form 

 

 

Job Title: Health Center Outreach Specialist  

 

 

Physical Demands Continuous over 

70% 

Frequent 

40-60% 

Occasional 

15-39% 

Rarely 

Up to 15% 

Sitting x    

Standing   x  

Walking   x  

Climbing   x  

Bending    x 

Pushing / Pulling    x 

Carry  / Lift                     

                                  1-15lbs 

   x 

           15-30lbs    x 

30-50lbs    x 

Fine hand / Eye Coordination  x   

Exposure to Blood and Body Fluids   x  

Exposure to Extreme Heat, Cold, 

Temp Fluctuations 

 

   x 

Exposure to Hazardous Chemicals 

 

   x 

Concentration on Detail x    

Oral Communication x    

Written Communication  x   

 

Crusader Community Health does not require nor does it expect that an employee lift 
over 50lbs unassisted. Objects in excess of 50lbs should be lifted or moved with 
mechanical means or a team lift. 
 
 
 
 
Employee Signature: _________________________________  
 Date:____________ 
 
 
The above statements are intended to describe the general nature and level of work 
being performed.  They are not intended to be construed, as an exhaustive list of all 
responsibilities, duties and skills required of personnel so classified.  They are 
representative to the knowledge, skills, and abilities 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.   
 

 


