
 

JOB ANNOUNCEMENT 

“Telehealth Coordinator”  

Responsible for processing registration and discharge of patients, appropriate 
placement of patients with providers, verifying insurance benefits, and making financial 
arrangements to ensure maximum reimbursement to Los Angeles Christian Health 
Centers.  English fluency and bilingual Spanish required.  Must have a high school 
diploma and be CPR certified. 
 
SUMMARY: Responsible for processing registration and discharge of patients, 
appropriate placement of patients with providers, verifying insurance benefits, and 
making financial arrangements to ensure maximum reimbursement to Los Angeles 
Christian Health Centers. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES including the following: 

 Maintain patient flow by communicating thoroughly with dental staff and patients 

 Register all patients per registration protocols, collect all necessary 
documentation, and notify appropriate dental provider of patient arrival. 

 Determine patient eligibility for available insurance programs. 

 Ensure all insurance, demographics and eligibility information is obtained and 
entered into the system accurately. 

 Maintain and prepare daily scheduled appointments. 

 Schedule follow-up appointments, if needed, before client departs. 

 Follow-up on no-show patients on a daily basis. 

 Assist with compiling data for reports and grants. 

 Provides assistance in the day-to-day administration of the dental department. 

 Evaluate and resolve problems related to insurance issues and advocate for the 
client.  Educate clients on how to access community resources. 

 Handle all client information in a confidential manner. 

 Conduct research on clients who have not received medical coverage (pending) 
or clients with denied claims because of insurance status with the goal of 
obtaining medical coverage for them and maximizing reimbursement. 

 Conduct one-to-one and group outreach to explore for clients eligible to complete 
health insurance program applications. 



 Other duties may be  assigned. 

 
 
Full-time, Non-Exempt position with health benefits and retirement plan.  Salary range: 

$25,087 - $37,630.  Equal Opportunity Employer.  Willing to consider candidates with 

criminal histories.  Please submit resume to cbarnes@lachc.com. 
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