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HUMAN RESOURCES JOB DESCRIPTIONS / Operating Room

SUBJECT:  Surgery Scheduler

HRJD.045


JOB DESCRIPTION

Surgery Scheduler

	Department:
	Operating Room (OR)

	Reports to:
	Director of Surgical Services; Director of Clinical Services

	
	


MAJOR TASK, DUTIES AND RESPONSIBILITIES: 

· Knowledge of the Electronic Health Record (EHR) Scheduling system

· Answers scheduling phone line in a pleasant, professional manner 

· Records information from physician office Scheduler via telephone including patient demographics, procedure diagnostics and description, and insurance information noting any changes or special arrangements

· Schedule procedures from procedure booking sheets that have been faxed

· Communicates with management regarding any special equipment or arrangements which need to be made for the procedure
· Responsible for schedule conflicts for equipment or physicians and notifies management immediately should this situation arise
· Verifies credentials for all physicians before scheduling cases

·  Prepares and prints the following schedules in a confidential manner:
· Preliminary (next day) – daily at noon

· Final (next day) – daily at 4:30pm
· Draft (next day plus one working day) – daily at 4:30pm

· Weekly schedule (following Monday through Friday) – noon on Thursdays each week
· Reviews the next working day schedule for inconsistencies or errors 

· Notifies appropriate management when adding on cases within a 24-hour period 

· Coordinates physicians block schedule working with Operating Room Manager
The above statement reflects the general duties and principal functions of the job as identified, and shall not be considered as a detailed description of all the work requirements that may be inherent in the position. 
Job Specifications:

Minimum Education :

· High School Diploma or GED

Minimum Experience:

· One year surgery scheduling

· Computer skills

· Familiar with EHR Program

· Oral and written communication skills
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