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Crusader Community Health 

JOB DESCRIPTION 

Job Title: Patient Services Representative  

Job Status: Non-Exempt 

Job Grade: 13 

Manager Title:  Patient Services Manager 

 

POSITION SUMMARY: 

Responsible for representing Crusader Community Health through excellent customer 

relations, maintaining current patient demographic, informing clients on clinic programs 

and protocol, managing patient flow through scheduling, routing and registration. The 

Patient Services Representative is responsible for acting as a gatekeeper; directing clients 

and service personnel to the appropriate area or department of the clinic, and ensuring 

proper channels are notified.  This position reports to the Patient Services Manager. 

 

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. Establishes, maintains, and promotes positive 

working relationships with internal and external customers in support of clinical 

goals and objectives. 

2. Comply with established policies and procedures, objectives, HIPAA, safety and 

environmental standards.  

3. Understanding of Clinic Programs and protocol by following policies and 

procedures; reporting changes as needed. 

4. Educate clients on all clinic programs and protocol. 

5. Coordinate with medical team to ensure consistent patient flow. 

6. Have a clear and in-depth understanding of the patient registration process. 

7. Accommodate all scheduling needs using clinic standards and guidelines. 

8. Ensure accuracy of all patient information, as well as protecting the patient’s 

rights by maintaining confidentially of personal and financial information. 

9. Maximize revenue by recording, updating and collecting all required payments 

and payer information. 

10. Manage and reconcile cash drawer. 

11. Collect data for routine reporting and publication. 

12. Accomplish projects as a team member or individual as assigned. 

13. Maintains office supply inventory. 

14. Effectively solve problems and offer solutions to patient’s complaints. 

15. Other duties as assigned. 
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QUALIFICATIONS:  
 

Education: 

High school diploma or equivalent 

 

Ability to:  

 Understand basic math 

 Follow-through, assume responsibility and use good judgment 

 Maintain professionalism under stressful situations 

 Communicate effectively and diplomatically with patients, external insurance and 

contracting entities and facility personnel 
 

Experience/Training:  

Any combination of experience and training that would provide the required knowledge 

and abilities is qualifying.   

 

Technical Knowledge: 
 

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), Electronic 

Medical Record 

 

PERSONAL CHARACTERISTICS: 

 Exude strong customer service skills 

 Punctual and dependable 

 Possess the ability to establish and maintain professional working relationships 

with all levels of staff, clients, and the public   

 Ability to understand and follow verbal and written communication   

 Willingness to be part of a team-unit and cooperate in the accomplishment of 

departmental goals and objectives 

 Ethical Conduct 

 Time Management 

 Ability to multi-task 

 Strong attention to detail 

 Ability to solve problems 

 Pleasant and professional demeanor 
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Physical Requirement Form 

 

Job Title:  Patient Services Representative 
 

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. 
 


