EASTERN OKLAHOMA MEDICAL CENTER 

Position Description

POSITION:  Referral Clerk





DATE:  03/2021
DEPARTMENT:  Medical Clinic


________________________________________________________________________________

Position Summary:
Under the supervision of the clinic manager, performs a variety of clerical duties associated with patient referrals.
Position Accountabilities:
1. Comply with established department, clinic policies, procedures, objectives, quality assurance, safety, environmental, and infection control.
2. Follow established routines and utilize supplies and equipment in a cost-effective manner.

3. Maintain a clean, orderly, safe work area.

4. Maintain patient rights and confidentiality of patient information and abide by established communication codes.
5. Checks throughout the day the referral lines for patient requests.

6. Fills out an out guide to pull the medical record and write up a detail message of the of the patient’s request.

7. Pull medical records and deliver the record to the appropriate physician nurses station.

8. When the request or referral has been reviewed and signed by the physician fax to the appropriate party.

9. Attach confirmation of fax to the referral request and place in the patient medical record. 

10. Maintains accurate clinical record recording information per clinic policy.

11. Fax any other documentation as necessary per the physician/nurse request

12. Assist with the filing of medical records as needed.

13. Attend required meetings, in-services, and educational programs.

14. Performs other related duties as directed.

POSITION QUALIFICATIONS: 
	Minimum Education
	High School Diploma or equivalent.  

	Experience:
	Previous experience preferred. 

	Required Courses/Training 
	Customer service, foundation establishment and maintenance 

	Required Certification/Registration
	BLS (American Heart Association) 

	Working Conditions:
	Subject to exposure to all environmental hazards associated with clinic and office work. Prolonged standing and walking.  Some lifting and moving of supplies.  Some bending, stooping, and squatting.

	Skills:
	Ability to type. Good oral and written communication skills.  

	Visual and Hearing Requirements
	Employee must be able to see with corrective eyewear and hear clearly with assistance. 


Health Care Professional Acknowledgement:
I have reviewed my job description and agree to perform all duties mentioned to the best of my ability. I understand my job duties may change as the needs of the department change. I further agree to notify my immediate supervisor, if I am unable to complete any of my job duties in a timely manner.
The employee is expected to adhere to all agency policies and to act as a role model in adherence to agency policies.

The above statements are intended to describe the general nature and level of work being performed.  They are not intended to be construed as an exhaustive list of all responsibilities.

I have read, understood and had the opportunity to ask questions regarding this position description.

___________       ______________________                ______________________

Date                     Employee Signature                          Employee Printed Name

Page 2 of 4

