
Job Train - Menlo Park (5924)
To: Employment Counselor
Date: 05/03/2024

is now hiring!

94560

Newark, CA, 94560

 

Medical Customer Service Rep

Benefits: Candidates on temporary assignment may qualify for our
competitive benefits package which includes group health, life and
disability insurance and voluntary benefits such as retirement
savings and holiday pay.

Salary range: $23.75 to $27.50 hourly
Employment status: Contract / Temporary to Hire

Description

Access Operations Agent
• Responds to a high-volume of incoming and outgoing telephone calls and faxed referral 
• Coordinates care by scheduling, editing and maintaining routine patient physician appointments for new and returning patients. 
• Facilitates communication between the patient and the physician or clinic 
• Delivers expert knowledge regarding clinic-specific processes 
• Accurately documents and routes calls to the proper department 
• Identifies urgent customer needs or operational issues, and escalates appropriately 
• Works with care teams, patients, and outside facilities to obtain necessary information required for care. 
• Communicates with the care team and support staff on various patient issues. 
• Obtains and updates insurance information. 
• Meets all regulatory and compliance standards 
• Delivers high-level of customer service 
• Follows documented protocols and guidelines 
• Meets and exceeds departmental quality assurance standards 
• Uses reference documents and online knowledgebase tools to clearly articulate accurate information regarding SHC services
• Uses functionality of the telephone system as required
• Other departmental duties as assigned
Knowledge and Skills:
• Type 40 words per minute 
• Excellent customer service skills 
• Knowledge of medical terminology 
• Demonstrated knowledge of proper English grammar in speaking and writing 
• Effectively listen to resolve patient's/customers inquiries 
• Maintain respect and composure in stressful situations 
• Navigate complex software tools and accurately input data 
• Effectively document caller notes into the medical record 
• Ability to adjust communication to fit the needs and level of understanding of the receiver 
• Ability to apply business logic to resolve patient/customer issues while managing multiple priorities. 
• Working knowledge of EPIC or other patient/customer database 
• Ability to apply C-I-CARE to work
Minimum Qualifications:
• High School Diploma or GED equivalent Experience 
• One (1) year of progressively responsible and directly related work experience in a healthcare setting, preferably in a call center
environment

Requirements

Call Center Customer Service, Customer Service, Epic System, Epic Software, Basic Medical Terminology

-Robert Half is the world’s first and largest specialized talent solutions firm that connects highly qualified job seekers to opportunities at
great companies. We offer contract, temporary and permanent placement solutions for finance and accounting, technology, marketing and
creative, legal, and administrative and customer support roles.

Robert Half puts you in the best position to succeed by advocating on your behalf and promoting you to employers. We provide access to
top jobs, competitive compensation and benefits, and free online training. Stay on top of every opportunity – even on the go. Download the
Robert Half app and get 1-tap apply, instant notifications for AI-matched jobs, and more.

Questions? Call your local office at 1.888.490.4154. Robert Half will consider qualified applicants with criminal histories in a manner
consistent with the requirements of the San Francisco Fair Chance Ordinance. All applicants applying for U.S. job openings must be
authorized to work in the United States. Benefits are available to temporary professionals. Visit https://roberthalf.gobenefits.net/ for more
information.

© 2022 Robert Half. An Equal Opportunity Employer. M/F/Disability/Veterans. By clicking “Apply Now,” you’re agreeing to Robert Half’s
Terms of Use.
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Please contact Ernst & Young at 866-834-5115 with any questions. Thank you for your assistance.

This Job Posting will expire in 10 days.

 


