
Patient Services Representative

Job Description

Position Overview: We are seeking a highly organized and personable Patient Services
Representative to join our bustling specialized ophthalmology practice. As the first point of
contact for our patients, you will play a vital role in delivering exceptional customer service,
managing appointments, and ensuring the smooth flow of daily operations. If you thrive in a
fast-paced medical environment and are committed to providing outstanding patient care, we
invite you to join our team.

Responsibilities:
● Greet patients warmly and create a welcoming atmosphere in the clinic.
● Schedule appointments, surgeries, and follow-up visits while optimizing the physician's

schedule for efficiency.
● Manage a high volume of incoming calls, addressing patient inquiries, scheduling

requests, and concerns promptly and professionally.
● Verify patient information, insurance coverage, and ensure accurate data entry into the

electronic health records system.
● Collect and process patient demographic and insurance information during check-in,

ensuring accuracy and compliance.
● Explain and assist patients in completing necessary forms and consent documents.
● Coordinate and communicate effectively with medical staff, referring physicians, and

internal departments.
● Assist patients in understanding their insurance coverage, co-pays, and out-of-pocket

expenses.
● Handle patient inquiries about billing, account balances with sensitivity and discretion.
● Collaborate with clinical staff to maintain an organized and efficient patient flow.
● Manage and update patient records, ensuring all necessary documentation is complete

and accurate.
● Maintain strict confidentiality of patient information in accordance with HIPAA

regulations.
● Address patient concerns and complaints in a professional and empathetic manner,

escalating issues as needed.
● Participate in training programs and stay updated on practice policies, procedures, and

industry regulations.
● Contribute to the maintenance of a clean and organized reception area.
● Assist in administrative tasks such as filing, data entry, and supply inventory

management.

Qualifications:
● High school diploma or equivalent; additional education or certification in medical office

administration is a plus.



● Previous experience in a medical front desk or patient services role, preferably in a
retina or ophthalmology practice.

● Strong customer service and interpersonal skills, with the ability to communicate
effectively and empathetically with patients and their families.

● Proficiency in using electronic health records (EHR) systems and scheduling software.
● Knowledge of medical terminology and familiarity with insurance verification processes.
● Excellent organizational skills with the ability to multitask and prioritize in a busy

environment.
● Detail-oriented and accurate in data entry and documentation.
● Problem-solving skills to address patient concerns and handle unexpected situations.
● Professional appearance and demeanor, reflecting the values of the practice.
● Flexibility to adapt to changing schedules and patient needs.
● Ability to work collaboratively as part of a team.
● Basic computer skills, including proficiency in Microsoft Office Suite.

Benefits:
● Competitive salary and potential for growth within the practice.
● Comprehensive benefits package including health insurance, retirement plans, and paid

time off.
● Opportunity to work in a specialized medical environment and contribute to patient care.
● Ongoing training and professional development opportunities.

If you are a motivated and organized individual who excels in delivering exceptional patient
service, we encourage you to apply for the Patient Services Representative position in our busy
Retina practice. Your role will be essential in providing a positive patient experience and
supporting the overall success of our clinic.


