
 

 
Referral Coordinator 

Summary Statement: 

Responsible for processing and coordinating specialty referrals by working closely with the referring 
providers, specialists, patients, and families.    

Duties and Responsibilities: 
 
Deliver excellent customer service while interacting with patients, their caregivers, and other guests of The 
Achievable Foundation. Attention to detail. Ability to understand and adhere to The Achievable Foundation 
policies and procedures. Demonstrate a high level of interpersonal skills and time management skills.  Able 
to verify eligibility.  Ensures all medical notes, referral information and required documentation is complete 
and submitted to the referral entity in a timely manner.  Responds to incoming telephone calls’ and voice 
mail messages regarding pending referrals.  Assist patient in scheduling appointments with specialist and 
medical providers. Must coordinate specialty referral approvals by faxing patient notes and labs.  Following 
up with specialist offices to inquire about referral consultation notes.  Ensures timely communication with 
patients, providers, specialist, and other staff.  Document detailed referral information in Success EHS. Act 
in the best interest of the patient by providing patient centered care.  Relay any instructions the provider 
has left for the patient.  Provide translation services when needed.  Perform front office duties such as 
greeting, verifying eligibility, checking-in and scheduling patients. Perform other general office duties as 
needed.  Maintain confidentiality and security of Protected Health Information.  Other duties as assigned. 
 
Skills, Knowledge, and Abilities: 
 
Requires a high level of analytical skills work with the complex medical and social needs for patients/families.  
Must have knowledge of basic medical terminology and referral knowledge. Must have the ability to 
document information consistently, timely, and accurately. Demonstrated experience of working in an 
outpatient family practice setting and experience working within in a community health center is a plus.  
Ability to work with children as well as adults. Must possess strong interpersonal and communication skills 
to interact with people of various socioeconomic statuses.  Must have good working knowledge of personal 
computer applications and have the ability to type at a moderate speed; knowledge of an electronic health 
record is a plus.  Ability to maintain patient confidentiality and adhere to HIPAA regulations. Ability to 
address sensitive issues with tact and diplomacy. Must be able to communicate verbally in English and 
Spanish, have strong written English skills, and basic written skills in Spanish.  Must possess an understanding 
of private and public health plans as well as other local, state, or federal coverage programs.  Must have a 
basic understanding of ICD-10 and CPT coding.  Working knowledge of the various programs such as VFC, 
CHDP, CPSP, FPACT, and PE is strongly preferred.  
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