
 

Job Description 
BMH HR Form 200-1 

 

Position Title:  Scheduling Specialist 

Department:  410-Call Center  Last Revised:  September 14, 2021 

Position Type:  Full-Time Compensation Type:  Hourly 

Compensation:    

Reports To:  Chief Marketing & Communication Officer 

FLSA Classification:  Non-Exempt  
 
 

Summary  
 
The Scheduling Specialist greets patients verbally on the phone. Respond to patients in a timely 
manner. Provides exceptional customer service, to include courteous, helpful, accurate and 
proactive communication and problem solving for patients to insure that their health care is 
provided in the most effective and timely manner possible.  
 
Essential Functions 
Reasonable accommodations may be made to enable individuals with disabilities to perform 
these essential functions. 
 
The Scheduling Specialist is expected to perform the following essential functions: 
 

• Schedules all patients’ testing/procedures/admissions; obtains pre-cert/authorization 
numbers and enters in the scheduling or registration system; obtains and enters 
accurate insurance information. 

• Communicates with ancillary departments, clinic staff and providers, both verbally and 
electronically. 

 
Required Skills, Qualifications, and Competencies 

• Proficiency in typing, filing and aptitude to learn office software. 
• Good verbal and writing skills and a strong sense of organization. 
• Team oriented with a strong belief in customer service and people skills. 
• Use EMR/EHR. 
• Use scanners, copiers and other office equipment. 
• Knowledge of proper telephone etiquette. 
• Ability to exercise initiative decision-making and problem solving. 
• Ability to manage multiple tasks in a busy clinical environment. 
• Ability to prioritize tasks and manage time efficiently. 
• Strong organization and verbal communication skills. 
• Maintain a positive environment, working with co-workers and customers within a 

diverse culture. 



• The ability to work in a team environment. 
• The ability to work under pressure. 
• The ability to sit for long periods of time. 
• Excellent attention to detail and multi-tasking ability. 
• Self-motivation to work under his/her own initiative. 

Supervisory Responsibilities  
 

• None. 
 
Physical demands 
 

• Ability to perform various motor skills such as; standing or sitting for long periods of time, 
walking, lifting (up to 25 pounds) using proper lifting techniques, stair climbing, reaching, 
bending, twisting, pushing, pulling, squatting, grasping and arm-hand coordination on a 
continuous basis.   While performing the duties of this job, the employee is regularly 
required to use the telephone, use hands and fingers, eyes and clear speech patterns. 
The employee is occasionally required to stand; reach with hands and arms; and stoop, 
kneel or crouch. Specific vision abilities required by this job include close vision, distance 
vision, and color vision. 

Travel required  
 

• None expected.  
 
Required education and experience 

• High school diploma required. 

Preferred education and experience 
 

• Post-secondary education preferred. 
 

Other Duties 
 

Please note this job description is not designed to cover or contain a comprehensive listing 
of all activities, duties, or responsibilities that are required of the employee for this job. Duties, 
responsibilities, and activities may change at any time.  

 
Equal Employment Opportunity Policy Statement  
 

Boone Memorial Hospital, Inc. provides equal employment opportunities to all personnel 
and applicants for employment and prohibits discrimination, harassment, prejudice, or behavior 
of any type based on race, color, religion, age, sex (including pregnancy), national origin, disability 
status, family medical history or genetic information, past or present military service, sexual 
orientation, gender identity or expression, family or parental status, political affiliation, or any other 
characteristic protected by federal, state or local laws. 


