
 

T.H.E. CLINIC, INC 
JOB DESCRIPTION 

 
POSITION:  LEAD PATIENT SERVICES REPRESENTATIVE  

DEPARTMENT:  Front Desk 

STATUS:  Full-Time, Non-Exempt 

 
Position Summary:   Under the direction of the Patient Services Manager .The function as Front Desk Lead is 
to provide assistance to Patient Service Representatives and Front Desk Supervisor. Lead PSR will be 
responsible for assisting in leading the team in the delivery of expeditious and accurate information to all 
users of T.H.E. Health and Wellness Centers. The following are specific duties which are expected of Front 
Desk Lead. 
 
Essential Duties and Responsibilities: 
 

1. Set daily break schedule for Team Members (assuring that times scheduled are followed) 

2. Communicate to Team Providers designated daily waiting room location. 

3. Monitor Patient Flow 

4. Assist Patients with any concerns as needed in the absence of Front Desk Supervisor FDS. 

5. Assist Front Desk Supervisor with projects as needed. 

6. Monitor Token logs, reports, and trainings needed. 

7. Monitor supplies needed and submit order. 

8. Send email communications to Team Members of any changes or advised by FDS. 

9. Assist PSR’s with any issues concerning Patient Processing and Financial Screening. 

10. Retain cash drops from safe on a daily basis 

11. Other duties as assigned. 

12. Keep abreast of all payment options and special programs available to cover the cost of services 

rendered.  Attend training when required.   

13. Provide financial responsibility information to callers as need arises.  

14. Assist the billing department when needed   

15. Provide necessary orientation and training to new employees. 

16. Take on lead role when Operations Manager is out of the office. 

17. Other duties as assigned. 

Education and Qualifications Requirement:  
 

 High School Diploma or equivalent 

 Min. 2 years working in hospital conducting financial screening or working in a community clinic 
conducting financial screening. 

 Ability to work with people of diverse cultural, educational, social, and economic  
 backgrounds. 

 Excellent oral and written communication skills 

 Excellent organizational skills 

 Experience utilizing an Electronic Medical Records (EMR) system is highly desirable 



 Computer proficiency 

 Bilingual is preferred 
 
Physical Demands: 
 

The physical demands are representative of those that must be met by an employee to successfully perform the 
essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities 
to perform the essential functions 
 
While performing the duties of this job, the employee is regularly required to sit and talk or hear.  The employee 
is occasionally required to stand; use hands to handle or feel objects, keyboard, or controls; and reach with 
hands and arms.  The employee must occasionally lift and/or move up to 10 pounds.  Specific vision abilities 
required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and 
the ability to adjust focus. 
 


