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Patient Service Representative
$14.00-$16.00/hour 
California Sleep Solutions is the largest independent provider of Sleep Medicine in the greater Sacramento area. We have been providing the highest level of care and service to patients since 2001 and are currently expanding our office to provide a wider range of services. We are seeking new Patient Service Representatives to process incoming referrals for new and returning patients.

GENERAL DESCRIPTION:
Working under the supervision of the patient service manager, the patient service representative is  a member of the administrative staff responsible for processing incoming referrals, scheduling patient appointments and providing physicians, patients, technologists and therapists with assistance in regard to all referral, and scheduling questions. In addition, the patient service representative is responsible for providing clerical and general office support as needed.

JOD DUTIES:
· Process incoming faxes/referrals (goal: 6-8+ faxes per hour if processing faxes only)
· Create and maintain patient and physicians e-charts 
· Contact patients to schedule appointments for sleep study appointments or call provider offices for more information (average 40-50+ calls/day)
· Update physicians’ offices regarding patient care
· Assist physicians, patients, and staff with scheduling
· Follow up on voicemails/emails (10+ per day); reply to emails from administrative clinical group
· Schedule sleep study appointments (8-10+ per day)
· Confirm patient appointments 
· Answer and direct incoming phone calls
· Return emails and calls in a timely manner
· Support team lead and department manager as required
· Other duties assigned 

QUALIFICATIONS:
Must possess professional verbal and written communication skills, knowledge of microsoft office, emr system, provider portals, required computer programs,  ability to type a minimum of 45 wpm, analytical and problem solving abilities,  ability to operate standard office equipment (including, but not limited to computers, phones, faxes, copiers), ability to follow written and oral instructions, ability to work productively alone and as part of a team, knowledge of principles and practices of basic office operations.

PERFORMANCE STANDARDS:
Provide exemplary service to our patients and physicians in a helpful and timely manner and to work effectively and willingly with all staff members toward the completion of projects and goals.
This is a full-time position, Monday-Friday (some Saturdays required), 8:30am-5:30pm.
Medical, Dental, Vision, PTO, Paid Holidays, and 401K available after applicable waiting periods

Please submit all resumes via email to  stephanie.hengl@casleep.com 
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