
 

 

 

 
Call Center Representative 

Summary Statement: 

Call Center Representative is responsible for providing quality customer service by answering phones, scheduling 
appointments, and performing assigned clerical task.  

Duties and Responsibilities: 
 

 Deliver excellent customer service while interacting with patients, their caregivers, and other guests of The 
Achievable Foundation. 

 Answer incoming telephone calls in a prompt and courteous manner, and handle each call appropriately.   
 Accurately obtain and enter all essential information needed to complete a scheduled appointment.  
 Verify patient’s insurance prior to scheduling an appointment. 
 Update and modify patient demographic information in Success EHS as needed. 
 Accurately obtain and route messages for department personnel. 
 Provide accurate and consistent information regarding the services at The Achievable Foundation.  
 Provide translation services when needed.   
 Provide front office coverage by performing duties such as greeting, verifying eligibility, and checking-in when 

needed.  
 Assist in medical record request from doctor offices, specialist, hospitals, and other agencies. 
 Perform other general office duties as needed.  
 Maintain confidentiality and security of Protected Health Information.   
 Handle and resolve customer complaints with tact and diplomacy. 
 Work effectively and cooperatively with other departments and staff. 
 Other duties as assigned. 

 
Skills, Knowledge, and Abilities: 

 Must demonstrate good verbal and written communication skills. 

 Ability to speak and write in English and Spanish. 

 Ability to document information consistently, timely, and accurately. 

 Ability to relay provider instructions to patients and/or caregivers. 

 Ability to address sensitive issues with tact and diplomacy.  

 Ability to work with a diverse population coming from various socio-economic backgrounds and with all 
abilities.  

 Must possess an understanding of private and public health plans as well as other local, state, or federal 

coverage programs.  Working knowledge of the various programs such as VFC, CHDP, CPSP, FPACT, and PE is 

strongly preferred.  

 Ability to understand visit types utilized in the health center. 

 Must have good working knowledge of computer applications and have the ability to type at a moderate 

speed. 

 Ability to maintain patient confidentiality and adhere to HIPAA regulations.  

 Ability to understand and adhere to The Achievable Foundation policies and procedures. 

 Knowledge of an electronic health record preferred. 

 

The Achievable Foundation is an Equal Employment Opportunity Employer 
www.achievable.org 

http://www.achievable.org/

