
Position:  Patient Services Coordinator 
Post Date:  19 Feb 2018 
End Date:  01 May 2018 

Broadway Medical Clinic is actively seeking dynamic individuals for positions as clerical members of the 
integrated care team.  This team member will play an integral role in the care of patients and work alongside 
MD’s, RN’s, MA’s, patients, families and/or caregivers.  The Patient Services Coordinator will actively 
participate in the “morning huddle”  (brief care team meeting to plan day, share info, ask questions), and act as a 
clerical resource allowing clinical teams to focus on patient care. 

Essential functions of this position: 
 Appointment scheduling
 Insurance referral authorizations including electronic referrals
 Document management (scanning)
 Patient checkout
 Medical record release/receipt
 Coordinate care appointments with specialty offices
 Upkeep of community based resource list for patients and families
 General fax transmissions
 Assisting with managing attribution lists
 Sorting of mail and other duties as assigned

Qualified applicants will possess the following:  
 Attention to detail:  Ability to follow detailed procedures and ensure accuracy.  Ability to manage

multiple priorities and time effectively 

 Communication:  Ability to speak and write effectively with diverse audiences.  Ability to use proper
grammar and spelling

 Teamwork:  Ability to work collaboratively with colleagues to reach common goals.  Demonstrate
strong interpersonal skills.  Ability to recognize when to assist others

 Informatics:  Ability to use computer-based technology and healthcare applications to manage and
coordinate patient care.  Ability to operate multi-line telephone system while simultaneously recording
information, route calls or respond to general inquires

 Dependable service:  Ability to maintain reliable and punctual attendance, is responsible for own actions
and trustworthy

 Customer service:  Ability to recognize customers as unique individuals and commit to treating every
person promptly and competently with courtesy, respect and compassion

 Experience:  Two (2) years’ experience in a medical office setting preferred

If you wish to be considered for this position, please submit your resume and cover letter of interest to 
hr@bmcllp.net 

Broadway Medical Clinic, LLP 
ATTN: Human Resources 
4212 NE Broadway 
Portland, Oregon 97213 
email: hr@bmcllp.net  


