
MAVERICK COUNTY HOSPITAL DISTRICT

JOB POSTING

FRONT OFFICE SPECIALIST

MEDICAL FINANCIAL ASSISTANT PROGRAM

JOB TITLE:

DEPARTMENT:

STATUS:

REPORTS TO:

tz.latPNON.EXEMPT

PROGRAM DIRECTOR il

SUMMARY: Performs routine entry level receptionist work, including operating a telephone

switchboard or console. Work involves placing, answering, and transferring calls; receiving

visitors and providing general information of the Medical Financial Assistance Program and

Community Partner Program. Work includes checking documents for accuracy, maintaining files

and forwarding records to appropriate staff, as well as assisting clients with application process

for Medical Financial Assistance Program. Scheduling appointments for Community Partner

Program and Application Process for Community Health Workers. Works under moderate

supervision, with limited latitude for the use of initiative and independent judgment.

ESSENTIAL DUTIES AND RESPONSIBILITIES:

1. Performs telephone switchboard duties by answering and transferring calls to appropriate

departmenUstaff and or takes messages.

2. Screens callers and visitors, answers general questions and directs customers to
appropriate staff.

3. Receives visitors and notifies appropriate staff of arrival.

4. Provides forms and general information to visitors on programs as well as assist clients

on application process and completion. .

5. Reviews forms for signature/completion, scans appropriate documents to case record and

foruvards records to appropriate staff.

6. Reviews referral process and prepares documents for pre authorization I referral process

and assigns to community case workers / community navigators.

7. Collects payments and counts cash/petty cash on daily basis.

8. Assembles, organizes data and perform data entry and retrieval of recordslvouchers.

9. Verifies eligibility and authorizations for new patients and for existing patients on a daily

and monthly basis.

10. Assists in processing statements on a monthly basis to clients"

11. Works with collections for MFAP bad debt accounts.

12. Schedules appointments for CPP Clients.

13. Directly responsible for patient logs: DSMP Clients, MFAP Client Application logs.

14. Participates in Outreach, Health Fair events on a regular basis.

15. tt/akes arrangements for repairs and services as needed for the MFAP DEPARTMENT

equipment.
16. Supports the Maverick County Hospital District's mission, vision, goal, objectives, and

policies.

17. Maintains the confidentiality and security of all documents in accordance with MCHD's

policies and procedures and standards contained in HIPPAA regulations.

18. Performs other duties as assigned to fulfill needs of programs.




