Patient Service Representative
(Job Ref # 2208247)

Full — time day shift position
Indianapolis, Indiana.

Where you fit in

The Patient Service Representative works in conjunction with providers
and clinical staff to take care of patients' administrative needs.

This position is vital to giving the patient the "Patient's First" service and
treatment they deserve as soon as they walk into our facility.

Primary responsibilities include checking patients in for appointments,
collecting patient payments, answering telephones, taking accurate
messages, scheduling appointments, checking patients out, coordinate
referrals, and checking insurance eligibility.

This position utilizes our electronic medical record system to verify and
update patient demographic information, as well as, posting and balancing
of payments collected.

Your exceptional skills

Knowledge of medical terminology preferred

Strong listening and communication skills

Ability to work well under pressure in a fast paced environment

Ability to multi-task, have attention to detail, strong organization skills, and
a team player.

Written communication skills necessary for appropriate and accurate
documentation.

Demonstrates an ability to use good judgment for maintaining
confidentiality.

Strong computer skills, including experience with Intranet and Internet
usage, Excel, Word, email, and web based applications.

Your exceptional qualifications



« One year of experience in a healthcare environment or a minimum of two
years of experience in a customer service focused role.

« Experience with electronic medical records preferred.

« High school diploma or GED equivalent.

Your life with Community

You work hard to provide our patients with the exceptional care, and you deserve
benefits to match. Community offers a uniqgue employment package that
encompasses not only your day-to-day job, but also your career.

You will have the opportunity to grow your career thanks to scholarships and
tuition reimbursement from the Community Health Network Foundation, and
receive recognition for your achievements.

Apply today for immediate consideration.
A representative and diverse workforce

At Community Health Network, we build teams that deliver exceptional care
through empathy, communication and collaboration. Caregivers play a vital role
in our mission as they fulfill our PRIIDE values: Patients First. Relationships.
Integrity. Inclusion. Diversity. Excellence.

Community is proud to be an equal opportunity employer, aiming to ensure that
caregivers feel empowered, recognized and respected in our environment at all
times. We value different perspectives by actively seeking a diverse workforce
that is inclusive and equitable to all. For more information on how we work to
advance diversity, equity and inclusion to provide culturally-competent care that
meets your individual needs, visit eCommunity.com/diversity.



https://www.ecommunity.com/diversity

