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 MISSION CITY COMMUNITY NETWORK - JOB 
DESCRIPTION 
 
 
Job Title:  Referral Clerk 
Department:  Referral  
Status:   Non-Exempt 
Reports to:  Director of Nursing, RN Clinical Supervisor or designee 
 
 
General Summary: Processing Referrals of patients; assist in back office as deemed 
necessary  

 
   I.  Qualifications: 
 
 A.  Education, Training, and Experience: 
  1.  High school diploma accredited by WASC. 
  2.  Current active CPR certification 
  3. Minimum 6 months experience as Referral Clerk or equivalent 
  4.  Experience as deemed necessary by Clinic Administrator. 
 
 B.  Special Skills and Special Abilities: 
  1.  Detail oriented. 
  2.  Ability to manage data. 
  3.  Computer skills (Excel, Outlook, Work, etc). 

4.  Ability to communicate professionally with patients, peers, and outside 
agencies. 

  6.  Ability to learn new skills, as necessary. 
  7.  Flexibility and ability to change. 
  8.  Bilingual English/Spanish   
 
 II.  Duties and Responsibilities: 
 
 A.  Referral Process:  
  1.   Process referrals on daily basis 
  2.   Follows up on referrals 
  3.   Follow up on all specialist’s reports for medical providers 
  4.   Schedule appointments by telephone or in person, verifying eligibility. 
  5.   Process referrals for uninsured patients. 
  6.   Process referrals for patients with medicare, medical, and HMO’s. 

7    Attendance and punctuality is essential in order to provide quality of 
care to patients and face-to-face interactions with patients 
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8.   Translation of verbal and written communication from English to 
Spanish 

  9.  Other duties deemed necessary   
   
III.  Internal and External Communication: 
 
 A.  Internal: 
  1.  Interacts with patients in a professional manner. 
  2.  Interacts with peers within the various clinic departments. 
  
 B.  External: 

1.  Interacts with outside agencies in a professional and appropriate 
manner. 

 
 IV.  Working Conditions: 
   
 A.  Environment: 
  1.  Maintain a physically safe and clean environment. 
  2.  Report unsafe conditions to supervisor. 
 
B.  Physical Demands:  
 

1. STANDING/WALKING: Up to 90% of the workday consists of 
stand/walking on tile and cement floors while performing MA duties. 

2. SITTING: Up to 50% of the workday may be spent sitting 
answering the telephone, calling out prescriptions and referrals. 

3. LIFTING:  Lifting may include up to 25 lbs. in moving equipment or 
assisting disabled patients.  5% of the day involves lifting requiring 
a full range of motion. 

4. CARRYING: Up to 25% of the day may include carrying objects 
weighing up to 10 lbs., this may include carrying charts and 
equipment, and newborn babies for circumcisions. 

5. PUSHING/PULLING: Up to 5% of the day may require pushing or 
pulling equipment, drawers, carts and exam table stirrups. 

6. CLIMBING:  No more than 1% of the time may include climbing 
one flight of stairs. 

7. BALANCING:  Up to 1% of the time may be required to use a 
footstool in retrieving supplies. 

8. STOOPING/KNEELING: Up to 5% of the workday are spent 
stooping or kneeling to open drawers and gathering equipment. 

9. BENDING: Up to 25% of the workday may be spent in bending at 
the waist picking up charts and assisting the clinician with 
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procedures. 
10. CROUCHING/CRAWLING: None required. 
11. REACHING/STRETCHING: Up to 3% of the time may require 

reaching or stretching to retrieve equipment or medications on 
shelves. 

12. HANDLING:  Hand and wrist movement is required 50% of the 
workday in holding charts and supplies. 

13. FINGERING Up to 50% of the workday involves writing in the chart, 
receiving and sending messages and assisting the clinician in 
surgical procedures and tests. 

14. FEELING: Normal tactile feeling is required to perform all job 
duties, including taking pulses. 

15. THROWING: none required. 
16. TWISTING: Up to 5% of the day may be required in retrieving 

supplies or equipment. 
17. TALKING:  Average ability and fluency in English is required in 

communicating with patients, staff, and outside agencies, such as 
pharmacies and physicians' offices. 

18.  HEARING: Average ability is required in answering the telephone 
and performing all job duties (particularly taking blood pressures 
and using a stethoscope). 

19. SEEING:  Average ability is required to read and follow instructions 
and assisting patients. 

 
   V.  Fiscal Responsibility: 
 
 A.  General: 

1.  Facilitates cost containment by efficient use of time, resources, 
equipment, supplies,    etc. 

 
 
EMPLOYEE ACKNOWLEDMENT: 
 

I have read my job description and understand its contents. I agree to perform the 
duties and responsibilities to the best of my ability. If at any time I have questions about 
its contents, I will discuss with my supervisor any clarification. I have received a copy of 
this job description and understand that it will be used to evaluate my performance both 
on an ongoing basis and at regular intervals. 
 

____________________________ __________________ _____________ 
Employee Name (Print)    Signature   Date 
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____________________________ __________________ _____________ 
Manager/Supervisor Name (Print)  Signature   Date 


