EMERGENCY CENTER
JOB DESCRIPTION
Department:  ER & Hospital 


Date Prepared:    
Position Title:  Front Desk Registration            
Date Reviewed:  
Reports To:  Chief Nursing Officer


Date Approved:  
GENERAL SUMMARY

The Front Desk Representative (FDR)is responsible for greeting patients or guests in a friendly and courteous manner. The FDR is responsible for the check in and check out functions by obtaining accurate patient demographic information, financial information, insurance information, and obtaining necessary signatures and collection of co-pays. The FDR must maintain a neat and professional appearance and an organized work area. 

POSITION REQUIREMENTS

High School Graduate or equivalent

Able to communicate in English verbally and written

Previous medical registration/admitting in an emergency department setting is preferred

PRIMARY RESPONSIBILITIES

1.  Front Desk – Using positive relational skills greet the patient and guests at the Emergency Center. Determine the services needed and direct accordingly. Obtains demographic information from either the patient, family member or friend. Obtains all signatures and financial data to ensure accurate and efficient billing on the patient’s account. Keeps accurate logs of patient information. Answer phones, take accurate messages, and log into message book or direct callers to appropriate individuals. Maintains office supplies and order as delegated.  Demonstrates knowledge and respect of patient’s right to privacy and protection of patient confidentiality. Maintains patient’s safety and privacy at all times.
2.  Financial – Collects cash, checks, credit card payments for emergency department co-pays and payment on accounts maintaining an accurate financial ledger. Responsible for daily reconciliation of patient accounts.

3.  Cleanliness – Participates in maintaining the overall cleanliness of the facility including but not limited to sweeping, vacuuming and mopping floors, cleaning restrooms and maintaining a clean lobby.

4.  Communication – Communicates with patients, families, physicians and other department personnel and peers in an accurate, courteous and professional manner in accordance with the Emergency Center’s core values and basics of customer service.

5.  Professional Development – Participates in monthly staff meetings and performance improvement activities.
6.  Other – Performs other tasks and/or projects as assigned by Director of Nursing or a member of management.

DESCRIPTION OF WORK ENVIRONMENT AND CONDITIONS

Physical Effort:


Lifting of 50 lbs.  Must be able to twist, stoop and reach





Periods of sitting, walking, standing and physical activity





from 8, 12 or 16 hours.

Adverse Conditions:

Potential injuries resulting from physical efforts and 





chemical irritations

Hazards:


Universal precautions/infection control; body mechanics,





back safety; exposure to body fluids and communicable





diseases.

I have received a copy of the job description for Front Desk Registration. I have had an opportunity to ask questions regarding the job description. I am aware of my job expectations and performance.

Date ___________________________

________________________________

______________________________

Print Name of Employee



Signature of Employee

_______________________________

______________________________

Print Name of Management


Signature of Management

