
T.H.E. CLINIC 
JOB DESCRIPTION 

 

POSITION:   Client Eligibility Data Specialist  

DEPARTMENT:   EITP (Early Intervention Treatment Program) 

STATUS:   Full-Time, Non-Exempt  

POSITION SUMMARY:     
 
Under the direction of EITP Program Manager, Data Clerk is responsible for 
collecting, entering and organizing client clinical data for departmental reports and quality improvement activities. Will 
assist with program quality improvement data monitoring and assist with patient care management as needed.  
 
Essential Duties and Responsibilities: 
 

 Collect and enter client level lab data into LA County Casewatch system and National Quality Database. 

 Conduct periodic chart reviews as needed for data management and quality assurance. 

 Generate reports and respond to inquiries regarding entered data as requested. 

 Assist with patient management via making appointments, doing patient reminder calls, and rescheduling as 
needed.  

 Assist with interpretation for Spanish speaking clients. 

 Maintain all necessary logs and statistical data sets. 

 Serve as recorder during departmental meetings and prepare minutes after each meeting. 

 Contact patients when necessary. 

 Maintain confidential information. 

 Other duties as assigned. 
 
Qualifications and Experience Required: 
 

1) High School Diploma or equivalent 
2) Certification in CPR 
3) Ability to work with people of diverse cultural, educational, social, and economic backgrounds 
4) Proficient in computer skills 
5) Excellent oral and written communication skills 
6) Excellent organizational skills 
7) Experience utilizing an Electronic Medical Records (EMR) system is highly desirable  
8) Bilingual 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, tools, keyboards, 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 vision, distance vision, color vision, peripheral vision, depth perception, and the ability to 
adjust focus. 
 


