
 

 
 

 
 

Patient Services Coordinator 
 
 
Summary:  Patient services includes Referrals, Medical Records, 
 Prior authorization and miscellaneous administration duties 
 
Patient Services Coordinator organizes and controls patient referrals and 
medical records requests to specialists or other medical providers, agencies and 
outpatient facilities. In addition, some administrative functions as needed. 
 
Duties and Responsibilities include the following.  Other duties maybe 
assigned.   
 
1. Obtains referral approvals from insurance carriers within 24 hours of receipt 

of request. 
 
2. Answers telephones, provide information to patients, specialists and 

healthcare agencies within 24 hours of receiving the call. 
 
3. Maintains referral documentation and medical records for tracking. 

 

4. Participates in chart audits to monitor referral tracking 
 

5. Obtain specialist reports to close all referrals. 
 

6. Obtain Prior Authorizations  
 

7. Eligibility 
 

8. Process all medical records requests within 7 days of request 
 

9. Scanning chart documents 
 

10. Scanning RCM documents 
 



 

11. Creating claims for missed appointments 
 

12. Creating SNAP claims 
 

13. Calling ER and hospital discharges for appointments 
 

14. Sorting daily mail 
 
15. Maintains strictest patient confidentiality. 
 
16. Performs other work-related tasks as determined by Administrator. 
 
17. Exhibits a willingness to resolve problems and efficiencies. 

 

18. Backup front desk as needed 
 

 
 
Qualifications: 
To perform this job successfully, an individual must be able to perform each 
essential duty satisfactorily. The requirements listed below are representative of 
the knowledge, skill, and/or ability required. Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 
 
Education/Experience: 
High school diploma or general education degree (GED); or one year related 
experience and/or training; or equivalent combination of education and 
experience.    
 
 
Language Ability: 
Ability to read and interpret documents such as safety rules, operating and 
maintenance instructions, and procedure manuals.  Ability to write routine reports 
and correspondence. 
 
Math Ability: 
Ability to add and subtract two digit numbers and to multiply and divide with 10's 
and 100's. Ability to perform these operations using units of American money and 
weight measurement, volume, and distance. 
 
 
 



 

Reasoning Ability:  
Ability to solve practical problems and deal with a variety of concrete variables in 
situations where only limited standardization exists. Ability to interpret a variety of 
instructions furnished in written, oral, diagram, or schedule form. 
 
Computer Skills:  
To perform this job successfully, an individual should have knowledge of 
Microsoft Word; Microsoft Excel; health plan specific guidelines on 
precertification and authorization protocols and various health plans 
websites. 
 
 
Work Environment: 
The work environment characteristics described here are representative of those 
an employee encounters while performing the essential functions of this job. 
Reasonable accommodations may be made to enable individuals with disabilities 
to perform the essential functions. 
 
The noise level in the work environment is usually moderate. 
 
Physical Demands: 
The physical demands described here are representative of those that must be 
met by an employee to successfully perform the essential functions of this job. 
Reasonable accommodations may be made to enable individuals with disabilities 
to perform the essential functions. 
 
Specific vision abilities required by this job include close vision.  While performing 
the duties of this job, the employee is regularly required to sit and talk or hear. 
The employee is frequently required to use hands. The employee is occasionally 
required to stand; walk; reach with hands and arms; climb or balance and stoop, 
kneel, crouch, or crawl. 
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