
Watts Healthcare Corporation

Temporary Referral Specialist

Reports to: Manager, Utilization Management Direct Reports: None

Status: Non-Exempt Effective Date:February 18, 2022

Position Summary:

Under the direct supervision of the Manager, Utilization Management, this position is responsible for
processing and coordinating specialty referrals by working closely with the referring
Providers, specialists, and patients. In a Patient Centered Medical Home, this position systematically
tracks tests, referrals and care transitions to achieve high quality care coordination, lower costs,
improve patient safety and ensure effective communication with specialists and other providers in the
medical neighborhood. The Referral Specialist collaborates very closely with each patient’s primary
care provider (PCP) and care team to address any ongoing issues related to a patient’s referral.

Essential Functions and Responsibilities:

Primary responsibilities include the following and other duties may be assigned:

1. Maintain ongoing tracking and appropriate documentation on referrals to promote team
awareness and ensure patient safety.

2. Assemble information concerning the patient's clinical background and referral needs. Per
referral guidelines, provide appropriate clinical information to specialists.

3. Contact review organizations and insurance companies to ensure prior approval and
authorization requirements are met. Present necessary medical information such as history,
diagnosis and prognosis and other clinical results.

4. Review details and expectations about the referral with patients.
5. Be the system navigator and point of contact for patients, with patients having direct access for

asking questions and raising concerns. May assume an advocate role on the patient's behalf
with the carrier to ensure approval of the necessary services for the patient in a timely fashion.

6. Ensure that referrals are addressed in a timely manner.
7. Manages all Durable Medical Equipment (DME) requests from PCPs.
8. Ensures patients’ scheduled appointments via mail or phone. Works with patients to schedule

appointments as needed.
9. Ensure that patient's primary care chart is up to date with information on specialist consults,

and reports
10.Responsible for tracking referrals until the specialist’s report is available to the PCP, flags and

follows up on overdue reports.

Minimum Qualifications:
These are general guidelines based on the minimum experience normally considered
essential to the satisfactory performance of this job. Individual abilities may result in some
deviation from these guidelines.



EDUCATION REQUIRED:
High school diploma or equivalent.

EXPERIENCE REQUIRED:
One (1) year medical front or back office experience.

SKILLS REQUIRED:
1. Knowledge of medical terminology and familiarity operation. Knowledge of PC operation preferred.

Interpersonal and excellent verbal communication skills.
2. Knowledge of medical terminology and third-party payer requirements is also required.
3. Demonstrated excellence in customer service and/or patient care skills.
4. Requires demonstrated organization, interpersonal communication and strong computer skills.
5. Incumbents must demonstrate problem-solving and prioritization skills in order to manage multiple

tasks successfully throughout the day.
6. Effective verbal and written communication skills.
7. Good judgment
8. Teamwork orientation

PHYSICAL DEMANDS: 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.

While performing the duties of this job, the employee is frequently required to use hands to finger,
handle, or feel objects, tools, or controls and talk or hear. The employee is occasionally required to
stand; walk; sit; reach with hands and arms; climb or balance; stoop, kneel, crouch, or crawl; and
taste or smell.

The employee must occasionally lift and/or move up to 25 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.

WORK ENVIRONMENT: The work environment characteristics described here are representative of
those an employee encounters while performing 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 occasionally exposed to fumes or airborne
particles when changing printer ribbons, xerox toner, paper, etc.

The noise level in the work environment is usually moderate.

ACKNOWLEDGEMENT OF RECEIPT



By signing below, I acknowledge that I have received a copy of my Job Description. I understand that I may be asked to
perform responsibilities and duties not listed in the description and that my duties may change at any time, according to
the clinic’s needs. Nothing in this position description is intended to create a contract of employment of any type.
Employment at Watts Health is strictly on an “at-will” basis.

__________________________________________
Employee Printed Name

__________________________________________ _______________
Employee Signature Date

I certify that I have discussed the position description with the employee

__________________________________________
Supervisor Printed Name

__________________________________________ _______________
Supervisor Signature Date


