
              Gove County Medical Center 
Healing through Caring 

Job Description 
 

Job Title: Patient Registration Clerk 
Department: Business Office 
Responsible to: Business Office Manager 
 
Job Code:  150200 
FLSA Status:  Non-Exempt 
________________________________________________________________________________ 

Revised 01/2018, 05/2018 

JOB FUNCTION: 
Every effort has been made to make your job description as complete as possible.  However, it in no 
way states or implies that these are the only duties you will be required to perform.  The omission of 
specific statements of duties does not exclude them from the position if the work is similar, related, or 
is a logical assignment to the position. 
 
EXPERIENCE: 
 

1. Prior work involving the public. 
2. Prefer medical office experience. 
3. Prefer experience with medical terminology. 

 
KNOWLEDGE AND CRITICAL SKILLS/EXPERTISE: 
 

1. Ability to read and write English. 
2. Ability to work independently. 
3. Ability to effectively communicate with patients, employees, physicians, etc. 
4. Ability to maintain good interpersonal relationships with peers and employees. 
5. Must be able to handle confidential information successfully. 
6. Ability to work with people under all conditions. 
7. Ability to handle stress. 
8. Ability to carry out policies and procedures as outlined. 
9. Ability to successfully utilize common accounting practices. 
10. Ability to use computer, calculator, switchboard equipment, and other office equipment. 
11. Must be professional, courteous, patient, and tactful when dealing with patients. 
12. High School Diploma or equivalent. 
13. Must be CPR Certified. 

 
PHYSICAL REQUIREMENTS: 
 

1. Eye/Hand, Eye/Foot, Hand/Foot Coordination. 
2. Normal eyesight, with or without corrective lenses. 
3. Normal hearing, with or without hearing aides. 
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4. Motor coordination and manual dexterity. 
5. The ability to exert 20 to 50 pounds of force occasionally, and/or 10 to 25 pounds of force 

frequently, and/or greater than negligible up to 10 pounds of force constantly. 
  

WORKING CONDITIONS: 
 

1. Well lit work area. 
2. Prolonged amount of sitting throughout the day. 
3. Work with people under all conditions. 
4. Meet and talk with a wide variety of employees, visitors, and patients. 
5. Subject to frequent interruptions. 
6. Close visual work. 
7. Regularly works under deadlines. 
8. Occasionally exposed to patient elements. 
9. Subject to stressful situations related to sensitive issues. 

 
PRINCIPAL DUTIES AND REPONSIBILITIES: 

 
1. Register patients obtaining all information needed to complete a proper registration. 
2. Verify all patient history insuring the most current demographics information is available. 
3. Copy photo ID and scan to proper demographic profile.  
4. Verify and record proper insurance information, scanning to patient’s profile and/or account. 
5. Record accident information to proper account. 
6. Verify that MSP questionnaire is completed correctly for each Medicare patient. 
7. Obtain signatures on all required authorizations, releases, and consent forms. 
8. Generate documentation sheets for nursing, outreach clinics, series accounts and procedures 

as needed. 
9. Collect, assemble, and check admission papers and forward to appropriate department. 
10. Check pre-admission list daily for admit/discharge dates, and verify that consent has been 

obtained. 
11. Check inpatient census daily and verify that registration is complete and accurate and consent 

has been obtained.  
12. Schedule patients to be seen in outreach clinics as applicable. 
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13. Consult with staff in other departments to obtain information needed for proper registration. 
14. Assist patients to proper area for treatment or testing as necessary. 
15. Keep abreast of current Medicare/Medicaid regulations governing admission requirements. 
16. Operate phone and paging system and transfer calls to proper location within facility. 
17. Receive incoming calls in a courteous, professional, and helpful manner. 
18. Notify nursing and call for assistance as necessary if patient is disturbed/violent, or if patient 

shows symptoms of infectious or communicable disease. 
19. Refer admission problems to the Business Office Supervisor. 
20. Complete registrations for the continued Physical Therapy patients and prepare the previous 

month’s accounts for the many requirements of proper billing. 
21. Time and motion studies: tallying and recording for the maintenance, housekeeping, and 

health information departments. 
22. Ensure work area is clean and patient information is properly stored before leaving the work 

area. 
23. Assist with collection of co-pays and deductibles at time of service. 
24. Assist with duties as determined by the CFO. 
25. This list is not exhaustive and may be supplemented as necessary. 

 
HOSPITAL POLICIES AND PROCEDURES: 
 

1. Attend facility and department meetings. 
2. Participate in fire and disaster drills. 
3. Follow the department dress code. 
4. Wear name badge so visible at all times while working. 
5. Be to work on time and when scheduled. 
6. Dependability. 
7. Follow the time clock procedures (clock in and out properly). 
8. Follow facility safety policies. 
9. Follow infection control policies. 
10. Follow facility confidentiality policy. 
11. Follow facility HIPAA and Corporate Compliance policy. 
12. Through approved workshops and in-services, improve skills and job knowledge. 
13. Follow personnel policies as stated in the Employee Handbook. 
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INTERPERSONAL RELATIONSHIPS: 
 

1. Be aware of and cooperate with the mission of Gove County Medical Center. 
2. Maintain good interpersonal relationships with personnel of other departments, public, 

physicians, patients/residents, and promote positive guest relations. 
3. Demonstrate the ability and willingness to provide support to Department Managers, 

Supervisors, and coworkers in a team oriented manner. 
4. Demonstrate a respectful and caring attitude through verbal and non-verbal behavior. 
5. Demonstrate flexibility and willingness to contribute an effort to cross department boundaries 

to ensure quality and efficient service. 
 
MISSION STATEMENT 
Gove County Medical Center is committed to providing exceptional healthcare services delivered in a 
spirit of compassionate care. 
 
VISION STATEMENT 
Gove County Medical Center will be a prominent healthcare provider in northwest Kansas, offering 
services which encompass the complete life cycle of our patients, residents, and their loved ones. 
 
THE 4 AGREEMENTS 

1. Be impeccable with your words. 
2. Don’t take anything personally. 
3. Don’t make assumptions. 
4. Always do your best. 

 
CORE VALUES 

1. Demonstrate RESPECT for patients, residents, fellow employees, and teamwork. 
2. Exhibit COMPASSION to patients, residents, other departments, the public, physicians, and 

fellow employees to promote teamwork and positive community relations. 
3. Promote QUALITY HEALTHCARE for all who utilize Gove County Medical Center’s services. 
4. Support COMMUNITY pride and education through verbal and non-verbal behavior. 
5. Exhibit ACCOUNTABILITY for situations and financial issues resulting from one’s own actions. 
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Job duties and scheduled work hours may be changed at any time at the discretion of Gove 
County Medical Center. 
 
 
 
ACKNOWLEDGMENT: 
 
I have read the above job description and fully understand the requirements set forth therein.                        
I hereby accept the position of Patient Registration Clerk and agree to abide by the responsibilities 
to the best of my ability.   
 
I further understand that my employment is at-will and thereby understand that my employment can 
be terminated at-will by the facility or myself and such termination can be made with or without notice. 
 

 
 

Employee Signature: _____________________________ Date: _____________________ 
 
 
Department Manager: ____________________________ Date: _____________________ 
 


