
 
 

Job Description 
 

Job Title: Intake Specialist/Office Assistant 

Position Supervisor: Outpatient Operations Manager  

Pay Grade: Full-time, hourly (non-exempt), includes benefits 

 

Job Summary: Conduct intake appointments and paperwork for individuals entering services. 
Provide scheduling assistance to persons served through CenterPointe services, perform 
insurance verification duties, and serve as liaison and initial point of contact between 
CenterPointe provider and individuals served.  
 

Essential Functions: 

1. Is present for scheduled work shifts; meets attendance expectations set by supervisor.  

No more than 5 unplanned absences per year (KPI) 

2. Provide initial customer service for persons served in E Street programs, including 

scheduling and confirming appointments, using telephone system and an electronic 

health record system (Credible) 

3. Conduct intake appointment, including establishing the individual’s electronic client file, 

initiating treatment episode and program assignments in EHR, verifying insurance or 

payment arrangements, and completing all intake paperwork. 

4. Identify and obtain service authorizations working with insurance payers and program 

facilitators. Asks for/collects co-pays/account balances for each consumer (KPI) 

5. Perform data entry, making necessary updates to patient information, 

demographics and insurance information in Credible (KPI) 

6. Complete appointment confirmation calls as required. Completes confirmation call 

tracker (KPI).  Completes and tracks all back-fill attempts (KPI) 

7. Assists with clerical duties as assigned 

8. Provides back-up for other Clerical Team positions, programs, or reception areas 

9. Provide crisis intervention and conflict resolution as needed 

10. Verify insurance and payer source for persons served,  in accordance with CenterPointe 

guidelines; if the person served is uninsured the representative will inform the individual 

what information they will need to bring for the CenterPointe sliding fee program 

registration process in accordance with CenterPointe guidelines 

11. Communicate with CenterPointe staff using Credible, phone system, and/or Workplace 

(as appropriate or directed by supervisor), coordinating and documenting a variety of 

requests from persons served (requests for information, medication refill requests, etc.) 

 

Other Job Functions/expectations: 

1. Maintains cleanliness of the lobby area and replenishes supplies 

2. Participate as a team member.  Works cooperatively with others (KPI) 

3. Demonstrate positive, professional attitude toward clients, staff and agency (KPI) 

4. Complete all assigned tasks in a timely manner. Uses work time effectively and 

efficiently (KPI) 

5. Maintain Compliance with agency trainings/certifications (CPR, NCI, NEO) (KPI) 

6. Maintain timely completion and compliance with Relias Learning coursework (KPI) 

7. Attend at least 8 All Staff Meetings annually (KPI) 



 
 

8. Participate in assigned committee(s); regularly attend committee meetings 

 

Required Skills/Physical abilities: 

1. Working knowledge of the EHR and scheduling system (Credible) to include scheduling 

and general billing functions, Microsoft Office software, and phone systems 

2. Exceptional customer service skills, awareness, and phone etiquette (KPI) 

3. Ability to communicate effectively with persons served and staff members, including the 

ability to explain registration policies and procedures 

4. Excellent written and verbal communication (KPI) 

5. Ability to interpret basic medical terminology 

6. Ability to function in a fast-paced environment 

7. Good organizational, problem solving and critical thinking skills 

 

Educational/Experience Requirements: 

1. High school diploma or equivalent 

2. Two or more years of experience in records management or clerical support/scheduling 

in a medical or behavioral health environment, or related field 

 

Licensing or other requirements: 

1. Must be at least 21 years of age 

2. Must have a valid driver’s license and clean DMV record 

 

Demonstrated Competencies: 

1. Adaptability: Adapts to change, open to new ideas and responsibilities 

2. Communications:  Communicates well (written and verbal), delivers presentations, has 

good listening skills 

3. Dependability: Meets deadlines, works independently, accountable, maintains focus, 

punctual, good attendance record 

4. Ethics: Honest, accountable, maintains confidentiality 

5. Sense of Urgency: Meets deadlines, establishes appropriate priority, gets the job done in 

a timely manner 

6. Interpersonal Skills: Builds strong relationships, is flexible/adaptable, works well with 

others, solicits feedback 

7. Teamwork: Accountable to team, works to meet established deliverables, appreciates 

view of team members, respectful 

 

 

* CenterPointe reserves the right to modify, interpret, or apply this job description in any way 
the agency desires.  This job description in no way implies that these are the only duties, 
including essential duties, to be performed by the employee occupying this position.  This job 
description is NOT an employment contract, implied or otherwise.  The employment relationship 
remains “AT-WILL.”  The aforementioned job requirements are subject to change to reasonably 
accommodate qualified disabled individuals* 
 


