Front Desk Technician – Job Description
· Promptly greet incoming patients (if busy, at least acknowledge patient) and thank when leaving
· Give every patient a Patient Packet

· Display a professional attitude, with a smile, during every patient encounter (in person, or phone)

· Ensure a Pink card is filled out for every comprehensive appointment

· Accurately complete routing sheet (S-Code vs. 92; Routine Ins vs. Medical Ins.)

· Ensure Welcome sheet is filled out correctly and updated in CMS

· Schedule Appointments accurately

· Understand Insurance Plans accepted

· Build flowsheets accurately

· Answer incoming phone calls and insure patient is taken care of by appropriate person

· Answer internal phone calls

· Call in prescriptions/authorize refills for pharmacies/e-prescribe

· Complete Daily Reconciliations/Day Close in CMS/Count down cash drawer

· Scan Charts accurately and completely

· Monitor supply orders and report to office manager when low

· Alert patients of any delays in their visit

· Scan insurance cards for all patient visits

· Double check insurance authorizations to insure completion/review action sheet from OSG

· Monitor patient flow in office

· Practice urgency at all times, with patient’s time as well as doctor’s time/schedule in mind
· Assist in Pre-testing/Technician duties when needed (ex: taking patients back, visual fields, etc)

· Complete general office duties and cleaning, as assigned by manager
· Check patient’s out for their visit/collect copayments

· Have a general understanding of fees charged for common visits (CL evaluations, photos, copayments)

· Follow scripting set for common questions/occurrences in office

· Call No Show Appointments to reschedule

· Monitor the future schedule to check for mis-scheduled appointments and changes in the doctor schedule
· Reschedule appointments if changes occur in the doctor schedule

· Audit day’s superbills if manager is not present

· Keep front desk and waiting area neat, clean and uncluttered, all of the time

· Handle urgent phone calls and diagnose (or discuss with doctor) when patient needs to be seen

· Check Clarkson Nation daily for company information and news/Watch Clarkson Minutes

Pre-Test/Technician – Job Description

· Operate Auto-lensometer, auto-refractor/keratometer, retinal camera, visual field, GDX or OCT

· Follow current processes and procedures in review of welcome sheet

· Record drug allergies, current medications, review of systems, chief complaint, visual acuities (all with doctor’s preferences)

· Clean examination equipment

· Set phoroptor to patient’s current Rx or re-set to plano (per doctor’s request)
· Notify doctor of special situations concerning patients

· Keep exam room fully stocked with all supplies and other items as requested by the doctor

· Keep patients updated on time until their exam

· Promptly greet incoming patients

· Step in at front desk if patients need to be helped, phones answered, etc
· Scan charts, assist in front desk in preparing for the next day’s appointments

· Close and clean exam rooms in preparation for the next day

· Follow scripting for testing equipment (photos, visual field, etc)
· Monitor Patient flow in the office

· Display a professional attitude, with a smile, during every patient encounter (in person, or phone)

· Check Clarkson Nation daily for company information and news/Watch Clarkson Minutes

Contact Lens Technician

· Review appropriate contact lens agreements anytime there is an Evaluation fee charged

· Scan trials taken from stock and download scanner at least every other day

· Discard expired contact lens trials and monitor on a monthly basis

· Keep current information available to patients regarding manufacturer rebates

· Instruct all new contact lens patients on care and handling of their lenses

· Monitor trial supplies monthly and reorder trials that need to be replaced that are not already on order 

· Instruct previous contact lens patients of any changes in care of their lenses

· Immediately respond to Rx verification faxes and phone calls by contacting patient

· Return revenue boxes to appropriate department upon receipt

· Use contact lens return form when returning contacts

· Dispense all contact lens orders in the CMS

· Understand how insurance benefits work with contact lens evaluations and supply orders

· Create Purchase orders dailies

· Compare previous day’s purchase order with Wisconsin Vision website to insure all orders were placed accurately

· Keep patients informed of back orders or problems with contact lens orders

· Advise patients of the benefits in purchasing a full years supply of contacts

· Maintain stock of all sample solutions, sample tears, Revenue solutions and Revenue tears

· General office duties and cleaning to be assigned by manager

· Display a professional attitude, with a smile, during every patient encounter (in person, or phone)

· Check Clarkson Nation daily for company information and news/Watch Clarkson Minutes

· Maintain a clean and neat working area at all times (tables, mirrors, sink, etc)

Optician

· Monitor Lab work

· Inspect and reconcile all incoming orders

· Dispense and adjust eyewear for patients

· Input accurate information in CMS regarding patient orders

· Maintain frame boards, order replacement tags if needed, fill holes

· Use appropriate forms for ordering replacement frames or frames for patients to view

· Receive and dispense orders in CMS

· Notify patients when glasses are ready to be dispensed

· Notify patients of any delays in their order

· Understand all insurance plans

· File insurance claims as indicated by manager (Ex: Davis)

· Notify office manager of supplies needed

· Complete interoffice frames transfers when necessary

· If necessary to special order a frame, check status regularly and notify patient

· Review patient’s Rx and make professional recommendations

· Educate patients on available materials, coatings and options that may enhance their vision

· Accurately measure binocular PD’s, seg heights and any other necessary measurements

· Assist in frame selection based on comfort, appearance and visual needs

· Maintain clean work stations, in lab and dispensary

· Check email for Lab delay notifications and respond promptly

· Keep stock of Clarkson and Designer cases, order more when needed

· Monitor frames weekly to make sure all are tagged, order tags when missing any

· Assist in Contact lens Tech, Front Desk and Pre-Test if necessary

· Use Trouble shoot for patients having trouble with Rx prior to scheduling Rx check

· Use Manual Lensometer

· Scan patient charts

· General office duties and cleaning to be assigned by manager

· Display a professional attitude, with a smile, during every patient encounter (in person, or phone)

· Check Clarkson Nation daily for company information and news/Watch Clarkson Minutes

