[image: a2b0d0ef892f92a2b10f430d4c724309.png]
SAMPLE senior PATIENT CARE COORDINATOR DESCRIPTION 
THRIVING AUDIOLOGY PRACTICE SEEKS SENIOR PATIENT CARE COORDINATOR
A thriving, patient-centered audiology practice is seeking an experienced, dependable, and people-focused Senior Patient Care Coordinator (PCC) to join our team. We are a mission-driven practice committed to helping others live their best life — including our patients, teammates, and community.
This role is ideal for a seasoned administrative professional who excels in patient communication, front-office operations, and workflow execution. The Senior PCC serves as a trusted anchor within the practice, bringing consistency, strong judgment, and a calm, solution-oriented approach to daily operations.
We value professionalism, accountability, and collaboration, and we believe that exceptional patient care begins with a strong administrative foundation.
To learn more about our practice, please visit: [Insert Practice Website]

POSITION OVERVIEW
The Senior Patient Care Coordinator is responsible for supporting patient flow, maintaining high standards of front-office operations, and delivering an exceptional patient experience from first contact through follow-up. This role requires advanced communication skills, strong organizational ability, and confidence in managing complex administrative tasks.

KEY RESPONSIBILITIES
· Manage incoming patient communications, including phone calls, scheduling, and inquiries, in accordance with practice guidelines
· Provide a warm, professional, and consistent patient experience at all touchpoints
· Accurately schedule appointments while supporting efficient provider schedules
· Maintain and update patient records within the electronic medical record system, ensuring HIPAA compliance
· Check patients in and out with accuracy, confirming demographic and insurance information
· Process patient payments and prepare related documentation as needed
· Confirm appointments and manage follow-up communication
· Collect, verify, and document insurance information and benefits
· Document patient interactions thoroughly and maintain organized, complete records
· Utilize practice technology and systems efficiently to support daily operations
· Troubleshoot basic issues related to phones, software, and patient-facing technology
· Support smooth front-office workflows, including filing, scanning, mail handling, and supply management
· Assist with sales-related administrative tasks, including paperwork and patient conversations, as appropriate
· Support audiologists and clinical staff with administrative needs as delegated and permitted
· Participate in staff meetings, training sessions, and professional development opportunities
· Maintain a clean, organized, and professional front-office environment

QUALIFICATIONS
· Previous experience in a Patient Care Coordinator, front desk, or medical administrative role required
· Healthcare or audiology practice experience strongly preferred
· Strong communication, organizational, and problem-solving skills
· High level of professionalism, discretion, and attention to detail
· Proficiency with electronic medical records and office technology
· Ability to work independently and manage competing priorities
· Ability to pass a background check
· Professional references required

IDEAL CANDIDATE WILL DEMONSTRATE
· Consistent professionalism and reliability
· Strong interpersonal and patient communication skills
· Confidence handling complex scheduling and patient situations
· Attention to detail and operational accuracy
· Sound judgment and accountability
· Ability to adapt and support evolving practice needs
· Commitment to a positive, patient-first culture
· Willingness to learn, accept feedback, and contribute meaningfully to the team

POSITION DETAILS
Job Type: Full-Time
Pay Range: $[Insert Range]
Expected Hours: 40 per week

Benefits:
· 401(k) with employer matching
· Health, vision, and life insurance
· Health Savings Account (HSA) and Flexible Spending Account (FSA)
· Paid time off
· Employee discounts
· Retirement plan
· Mission trip participation after one year of employment
· Scrubs allowance following initial 90 days

Schedule:
· Day shift
· Monday–Friday
· [Insert Shift Details]
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