MARQUETTE GENERAL HEALTH SYSTEM

JOB DESCRIPTION

POSITION: Senior Registration Specialist DEPARTMENT: Patient Access

Trainer/Auditor (8990) 7540
SUPERVISED BY: Manager, Patient Access SUPERVISES: None
EFFECTIVE DATE: October 2002 JCE 625
REVIEW DATE: 3/03; 4/08 REVISED DATE: 3/03; 4/08
PREPARED BY: Michele Moraﬁ%%&&zxL/&%uufTITLE: Dir, Patient Access
RECOMMENDED BY: Jerry Worden TITLE: Sr. Vice President/CFO
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APPROVED BY: David S. Smith \4/4 TITLE: Senior Director/Hum. Res.
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POSITION SUMMARY :

Trains/Audits personnel who register patients throughout the health system,
to include initial training when individual begins his/her position, and/or
retraining as needed. Responsible for dissemination of updated information
necessary to ensure accuracy of the system database as it pertains to
registration.

pces POSITION ACCOUNTABILITIES/COMPETENCIES®** :

Meets Not
Meet *

O 0O 1. Maintains established hospital and departmental policies and
procedures, objectives, performance improvement program, safety,
environment of care, management of information, and infection

control standards. (1,5)
] ] 2. Utilizes excellent customer service skills at all times. Gl
Ll E) 3. Complies with federal and state law and accrediting and licensing
agencies at all times, to include but not limited to, JCAHO and
federal compliance regulations. (1,5)

£l [l 4. Trains all personnel within the Marquette General Health System
whose responsibilities include registering patients in the
organization’s patient financial system. (1,;2,3,4,5]

o O 5. Assists the Manager, Patient Access in determining the need for
and level of training for each individual on the following
systems including but not limited to: patient financial system,
scheduling system, medical necessity screening, on-line
verification systems. (1,2,3,4,5)
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