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基督教角聲醫療中心 
Herald Christian Health Center 

 
JOB POSTING 
 
Position: Referral Coordinator 
Posting Start Date: 3/2/2018 
Posting End Date: 5/2/2018 
Position Status: Full Time  
Clinic Location Hiring: HCHC Rosemead Clinic 
 
Herald Christian Health Center (HCHC) is a non-profit community clinic and a Federally Qualified Health 
Center in San Gabriel Valley and San Diego, California.  The mission of HCHC is to provide quality and 
affordable holistic healthcare to the low-income, the uninsured and the medically indigent among the population 
of San Gabriel Valley and San Diego.  HCHC patient population is comprised mostly of limited English 
proficient immigrants from China, Hong Kong, Vietnam and Taiwan.   
 
HCHC is seeking a Referral Coordinator who would like to grow with our organization.  As the needs from the 
community increases, the clinic is searching for a Referral Coordinator who shares in the mission of HCHC and 
whose heart desire is also to serve the poor and the afflicted and similarly, want to make a difference in the lives 
of their patients.  As a recognized Patient Centered Medical Home (PCMH) by the National Committee for 
Quality Assurance (NCQA), transdisciplinary care teams continue to improve upon care coordination and 
treatment plan management of patient population aiming to improve safety, efficiency and quality of patient 
care. HCHC offers competitive salary with benefits. 
 

I. Job Summary 
Under the supervision of the Clinical Manager, the Referral Coordinator is responsible for, but not 
limited to tracking and following up on all specialty referrals and authorization requests in a timely 
manner.  
 

II. Essential Functions 
 

A. Coordinating and tracking referrals to specialty services 
 

1. Ensure specialty services referrals are tracked and followed up in a timely, effective and a high 
quality manner 

2. Ensures all medical records, referral forms, and required documentation is complete and is 
submitted to the referral entity in a timely manner according to policy and procedure 

3. ensure and check correct procedure codes when applying for special examinations/procedures 
4. Obtains referral authorization from insurance carriers, clarify criteria to obtain authorization and 

relate such criteria to providers. Assists patients in resolving potential issues between IPA and 
insurance carriers.  

5. Track responses from IPA or insurance carriers and relays such authorizations (or denials) to the 
patient and the provider 

6. Explore alternative provider/specialty when prior authorization is denied 
7. Maintain an updated list of referring providers 
8. Call Specialty office and request report in a timely manner according to policy and procedure 
9. Upload specialist report in EMR within 24 hours from date received 
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10. Verifies that all preauthorization, registrations and other referral-related documents are completed 
in accordance with federal, state and local regulations 

11. Utilize different systems to submit authorization requests and track responses 
12. Assist and ensure the department maintains referrals current and updated 
13. Document the tracking progress including notices and phone calls to patients in the EHR system 
14. Communicate with the providers, other medical staff and the patients to achieve the best 

outcomes of the referral service 
15. Arrange for delivery of vaccines from private pharmacies 
16. Perform related and staff support duties as assigned by Medical Department Supervisor or 

Operation Director. 
 

B. Other Duties 
1. Educate the patients on access to and utilization of specialty services 
2. Assist the patients with access to community resources for their health care needs 
3. Generate reports on the referrals to specialty services for quality control purposes 
 
C. Staff Development  
1. Attend staff/department meetings  
2. Participate in staff training as arranged by the corporation 

   
III. Organization Expectation 

1. Adheres to all HCHC’s Policies and Procedures 
2. Conducts self in a manner that represents HCHC’s core values at all times 
3. Maintains a positive, respectful and professional attitude with all work-related contacts 
4. Communicates regularly with the supervisor about work concerns 
5. Meets productivity standards and performs duties as workload necessitates 

 
      IV.       Education/License/Certification: 

1. Must possess a GED Diploma. 
2. Medical Assistant Qualification preferred 

 
       V.       Skills and Specifications: 

      1.  Fluent in Bilingual English and Cantonese/Mandarin/Vietnamese/Spanish preferred 
                  2.  Experience in the field related to health care 
                  3.  Excellent communication skills required 

      4.  Able to work flexible hours including weekends 
 

VI. Physical Requirement 
1. Physical effort which may include occasional light lifting to a 25 pound limit, and some bending, 

stooping or squatting.  Considerable walking may be involved. The ability to sit or stand for 
extended periods of time is required.  

2. The physical demands described here 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.  

3. While performing the duties of this job, the employee may be required to travel to all HCHC 
facilities as needed.  

 
Benefits: Vacation, sick leave, personal necessity leave, holidays, birthday leave, vacation, medical plan, 
dental plan, 401k, employee assistance program  
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If interested, please submit/email resume. 

 
Herald Christian Health Center (HCHC) is an equal opportunity employer. HCHC does not discriminate on the 
basis of race, color, creed, national origin, veteran's status, medical condition or disability, religion, ancestry, 
age, sex, marital status, or sexual orientation in accordance with all applicable requirements of Federal and 
State laws. 

 


