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Position Title: 

Case Management Coordinator – Bilingual (English / Spanish)
Status: 


Part Time, Hourly, Non-Exempt 
Pay Rate:

$13.00 / hour
Department: 

Open Door Clinic
Reports To: 

Case Management Manager 
__________________________________________________________________________________

Job Objective/Summary:  The part-time Case Management Coordinator supports the Clinic Department in processing Charity Care applications to assist patients with scheduling imaging and specialty referrals to hospitals and private Dr’s offices. The Case Management Coordinator is also responsible for handling billing inquiries resulting from referrals as well as assisting in other aspects of clinic operations.   

Essential Job Duties and Responsibilities include, but are not limited to, the following:
· Project Access and Rex/UNC Charity Care enrollments 
· Accurately and timely process diagnostic testing and other specialty referrals

· Confirm appointments and respond to all phone messages within 24 hours of receipt 
· Record referrals accordingly on tracking systems for quarterly and yearly reporting   

· Manage billing inquiries from patients regarding medical services provided through Charity Care  

· Serve as interpreter (English / Spanish) as needed. 

· Any other assigned duties.

Work Schedule:  28 hour work week – Monday through Friday, hours will vary but currently will be between 9am – 5pm.  Benefits include:  pro-rated PTO and holidays, regular wages paid during the office closure between 12/26 and 12/31.  
Experience/ Skills, Requirements:
· Fluent Bilingual (English/Spanish) proficiency required.

· At least 2-years of college level courses preferred
· Minimum of 1 year of medical office experience.
· Ability to follow HIPPAA guidelines and able to work with minimal supervision.

· Attention to detail with excellent organizational skills.  
· Computer proficiency and knowledge of several Microsoft applications.

· Excellent communication (verbal, listening, speaking) skills with internal and external customers.

· Ability to successfully and efficiently multi-task.

· Team Player.
This position is office-based; incumbent must be able to access steps / elevator, use standard office equipment (copier, facsimile, computer, telephone, etc.).
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