
MUNSON HEALTHCARE MANISTEE HOSPITAL 
JOB DESCRIPTION 

  
  
TITLE: Central Scheduler   FLSA: Non-Exempt 

Job Code:      002200   Grade: Union 1 
Work Comp Code:     8810  Date: 3/88, 2/94, 3/96, 7/96, 11/98, 1/01, 3/01, 

DEPARTMENT:    Registration   4/01, 1/03, 2/03, 12/05, 12/17 
  
GENERAL SUMMARY: 
  
Under general supervision, obtains pertinent demographic and insurance information from 
outpatients, schedules outpatient tests as ordered by physicians, provides information to patients 
regarding preparation for tests, and prepares outpatient documents.  In addition, assists with 
admitting, switchboard, and cashier functions as directed by manager. Supports the organizational 
mission, values, vision, strategic plan and ensures that all regulatory and professional standards 
are maintained. 
  
PRINCIPAL DUTIES AND RESPONSIBILITIES: 
   
1. Schedules patients in scheduling system for outpatient testing procedures as ordered by the 

patient's physician and provides information to the patient regarding preparations necessary 
for the test to be performed. 

 
2. Records patient bookings in appointment book; maintains waiting list in appointment book; 

works with Hospital Associates in scheduling patients. 
 
3. Interviews patients or responsible person to gather necessary billing, insurance and medical 

record information; assigns patient number. 
 
4. Verifies insurance of pre-registered and emergent patients according to Hospital policy and 

procedure and enters billing, insurance, and medical record information into the Hospital 
computer system. 

 
5. Prepares patient identification labels and requisition/charge tickets.  
 
6. Performs admitting and switchboard clerical duties when directed to do so to provide relief and 

breaks to Associates normally assigned to those duties.  
  

A. Interviews patient or responsible person to gather necessary billing, insurance, and 
medical record data. 

B. Enters billing and medical record data into Hospital computer system.  
C. Prepares necessary admitting forms; secures and witnesses authorizing signatures. 
D. Operates telephone switchboard, provides general Hospital information to 

visitors/callers as requested, operates Hospital paging system. 
E. All other functions as outlined in Registration Clerk job description.  

  
7. Assists in training new associates. 
 
8. Performs other related duties as requested. 
 
9. Applies CQI concepts and methods throughout related activities. 
  



MINIMUM KNOWLEDGE, SKILLS AND ABILITIES REQUIRED: 
  
1. Twelve months of experience in a similar position with demonstrated expertise in patient 

registration and scheduling functions. 
 
2. Demonstrated knowledge and comprehension of medical terminology and Hospital 

procedures. 
 
3. Acquired knowledge and demonstrated ability in data entry and/or word processing. 
 
4. Interpersonal ability to regularly communicate with patients, physicians, and Hospital staff in 

order to obtain necessary information. 
 
5. Ability to maintain high level of confidentiality and to prioritize multiple tasks and activities. 
 
6. Please check the appropriate health and safety requirements: 
  
Please check the appropriate age specific competencies: 
  
     _____Prenatal & Perinatal (0-2)  _____Middle-Aged Adult (29-53) 
     _____Young Child (2-8)   _____Geriatric (54-74) 
     _____Adolescent (9-15)   _____Frail Adult (75+) 
     _____Adult (16-28)   __X__Not applicable, no clinical contact 
  
WORKING CONDITIONS: 
  
Please check the appropriate health and safety requirements: 
     __X__Exposure to blood and/or body fluids 
     _____Exposure to Hazardous Chemicals or Pharmaceuticals 
     _____Repetitive bending, lifting, pushing, pulling, 25 lbs to equivalent of associate's weight 
     __X__Minimal bending, lifting, pushing, pulling, 0-25 lbs 
     _____Moderate bending, lifting, pushing, pulling, 10-25 lbs 
     _____Continual standing 
     _____Continual sitting 
     __X__Sporadic keyboarding, sitting, standing 
     _____Utilization of personal protective equipment (gloves, masks, gowns, boots, etc) 
     _____Continual keyboarding 
  
Encourages co-workers and works in a safe and healthy manner to prevent injury or illness. 
  
APPROVALS: 
  
DEPARTMENT:___________________________________    DATE:__________________ 
  
HUMAN RESOURCES:______________________________    DATE:__________________ 
  
  
The above is intended to describe the general content of and requirements for the performance of 
this job.  It is not to be construed as an exhaustive statement of duties, responsibilities or 
requirements. 
                         


