Medical Receptionist (Level I) Skills Inventory Checklist
Name & Department:

	Appointment Scheduling
	Date/Initials

	1.  Telephone etiquette
	

	2.  Patient Communications
	

	     a. Greetings
	

	     b. Appointment interview
	

	3.  Behavior management / Modification assessment
	

	     a. Urgent situation assessment / complaints
	

	     b. Provider conference/consultation
	

	     c. Offering alternative options
	

	4.  Protocol/policies
	

	     a. Patient education/ responsibilities
	

	     b. Clinic/provider specific needs
	

	
	

	Computer Skills
	

	1.  Basic functions/knowledge of Microsoft Windows
	

	
	

	Insurance Knowledge
	

	1.  Benefits coverage
	

	     a. Medicaid/Quest
	

	     b. Medicare
	

	          i. TriCare
	

	          ii. Kaiser
	

	     d. Commercial 
	

	     e. MVA/ WC
	

	     f. Private
	

	     g. Uninsured
	

	2.  Eligibility confirmations
	

	     a. Online
	

	     b. Over the phone
	

	3.  Referral process
	

	     a. Diagnostics
	

	     b. Consults
	

	     c. Prior Authorization
	

	4.  Medical Records Correspondence
	

	     a. Tracking
	

	     b. Log invoices
	

	
	

	
	

	
	

	Program Proficiencies
	

	 EAS 
	

	1. Scheduling
	

	a. Provider/Clinic specialty needs
	

	b. Templates, times/types
	

	3.  Details, comments, cc
	

	4.  Scanning ID / Insurance cards
	

	
	

	EMR
	

	1.  Patient search
	

	2.  Visit creation
	

	3.  Follow-up service
	

	      a. Referral initiation
	

	      b. Specialist appointments
	

	      c. Patient notification
	

	     d. Send orders
	

	     e. Specialist notes
	

	     f. Document in patients Master Im.
	

	5. Workflow documentation
	

	6.  Telephone template (i.e. refills)
	

	7.  “No Show” letters
	

	
	

	PAMM
	

	1.  Complete all necessary data entry 
	

	     a. Registration/ patient check-in
	

	     b. Updating demographics
	

	     c. Referral input / tracking
	

	     d. Remarks (i.e. documenting payment, outside PCP referral)
	

	2. Cashiering
	

	     a. Accepting payments 
	

	      b. Complete daily cash collection report
	

	     c. Close out Telecheck machine
	

	     d. Bank deposits
	

	
	

	
	

	
	

	
	

	
	

	
	


