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The Wallace Medical Concern





Position Title:


Clinic and Referral Coordinator, Bi-lingual
 
Starting Salary Range:  
$13.50 - $15.25 per hour dependant upon qualifications and experience.  

Benefits:
Excellent benefit package including health insurance, a generous vacation package, 401k, Flex Spending Account and Employee Assistance Program.  

 
Status/Hours:
 
40 hours per week (including 3 evening shifts)
 
Reports to:

 
Clinic Operations Manager
We are looking for an individual who has experience working in a medical setting, is skilled at managing patient and provider schedules, values customer service with an emphasis on dignity and respect and is excited to support and improve patient flow. You must enjoy working in an environment with diverse clients and colleagues, be a quick thinker, solution focused, and interested in professional growth. If you are ready to build new systems, strive towards constant quality improvement, and join a multicultural team of mission driven individuals please consider applying to The Wallace Medical Concern.

BACKGROUND

The Wallace Medical Concern was founded in 1984 by Dr. James Reuler, a physician with the Veteran's Administration, and made possible by a bequest from local businessman, Edwin B. Wallace. Based on a mission and belief that everyone deserves quality health care, WMC is a Federally Qualified Health Center (FQHC) providing neighborhood-based medical services and assistance to Portland area residents who face barriers to care. We offer primary and urgent care for all ages, and specialty clinics in dermatology, podiatry, chiropractic and dental services. Through our health access window at the Mexican Consulate we provide health information for Mexican citizens in Oregon. Our services emphasize prevention and address key health factors such as health literacy, food security and community engagement. WMC’s team of volunteers and staff includes highly qualified professionals with experience in public health, health administration, and clinical services.

When you join The Wallace Medical Concern, you join a dynamic and highly collaborative team of staff and 300+ volunteers who are committed to making a positive impact in people’s lives.  At WMC: 

· We have a passion for the under-served 

· We provide quality services
· We value our employees and volunteers 

· We are sustainable as an organization

POSITION SUMMARY: 
The Clinic and Referral Coordinator works in collaboration with co-workers to coordinate volunteer-staffed community health clinics. The Coordinator is responsible for the operation of three evening clinics each week and coordinating the resulting referrals.  Duties include but are not limited to patient intake and flow, support services for volunteers, monitoring supplies, maintaining a safe and healthy environment, arrangement of patient follow-up care as needed.  This position requires Spanish fluency.  

JOB DUTIES AND RESPONSIBILITIES: 
Clinic Coordination

· Coordinate 3 evening clinics per week including orientating patients, supporting volunteers and preparing the physical environment
· Create a safe and comfortable environment for patients and volunteers that maintains patient confidentiality.

· Organize patient orientation, intake, and overall clinic flow
· Retain volunteers by creating a clinic team including facilitating clinic huddle and building community 
· Bridge cultural gaps between Latino and other diverse patients and volunteers.

· Address any issues or problems that come up during clinic times (difficult or unhappy patients, unhappy providers/volunteers, interrupt demeaning behaviors
· Provide volunteer support (find supplies, communicate referral info, make copies, fax referrals, reinforce clinic systems, assist with medications). 

· Attend to any required reporting concerns (child abuse, reportable diseases, etc.).

Referral Coordination

· Assist patients to schedule appointments for specialty and primary care, imaging, and other needed services. Follow up on patient questions and medications

· Meet with patients to review referral procedures and requirements and address barriers such as transportation, language, child and elder care

· Arrange any necessary follow-up care for patients; document as necessary.
· Assure that daily clinic data entry in completed
· Review charts and patient lists for completeness and accuracy
Wallace Team Member

· Nurture healthy working relationships with staff, volunteers and patients
· As time permits, provide advocacy and information and referral for community at large (Community meetings, outreach etc.)

· Maintain strict patient, staff and organization confidentiality

· Participate in planning and coordinating extra clinic events-like Optical, Back to School, Compassion, etc.

· Work as a member of the clinic team
· Perform other duties as assigned
QUALIFICATIONS, SKILLS AND ABILITIES 
· High School Diploma or GED required
· Bilingual Spanish/English required

· Experience working in a medical setting required

· Excellent customer service

· Experience assisting clients with multiple barriers including poverty, language, mental illness or housing

· Excellent interpersonal skills, commitment to teamwork and ability to work with people of diverse ethnic, social, economic, and cultural backgrounds
· Excellent organizational skills and ability to prioritize the work independently
· Proven ability to use critical thinking

· Attention to detail
· Solid computer skills, including Microsoft Excel, Word, Outlook, and Access

· Experience with OCHIN epic a plus, Experience with HIPAA a plus

WORKING CONDITIONS

Duties are performed primarily in an office, clinic, and Mobile Van environment.  Some evening and weekend hours are required.  

PHYSICAL REQUIREMENTS

Ability to work in a fast-paced environment. Requires ability to sit, stand, lift, carry, walk, read find print, and communicate in person, in writing, by telephone and electronically.

The Wallace Medical Concern is committed to equal employment opportunities and diversity in our workplace.   

TO APPLY
Please send your Resume and Cover Letter via:

Email:

jobs@wallacemedical.org 
Fax:  

503.489.1763 attn: Kelly Moehling
Mail: 

124 NE 181st Suite 103, Portland, OR  97230
Complete applications must include a resume and cover letter addressing why you are an excellent candidate for this position.
POSITION OPEN UNTIL August 6th, 2012

