
Cordova Community Medical Center 
Job Description 

Admitting and Discharge Coordinator  

 

Job Title: Admitting and Discharge Clerk Status: Full-time 

Supervisor: LTC Director of Nursing Pay Grade: DOE        

Department/Division: LTC Classification: Permanent 

 

POSITION SUMMARY 

Under the direction of the DON, the Admissions/Discharge clerk is responsible for recruiting and screening 

prospective clients and performing financial assessments to determine appropriateness of admission. Responsible 

for clients in their discharge plan for care in the ambulatory environment, or to an appropiate level of care. 

Performs necessary paperwork and tracking to ensure payor requirements are met, to include inter-department 

coordination related to in-patient status, discharges and change of status, and client services billing. 

ESSENTIAL RESPONSIBILITIES 

 Maintain census data (inquiries, admissions, payors, discharges, and referral sources). 

 Work with the Director of Nursing to ensure that all admissions are screened thoroughly and adequately prior 

to admission. 

 Coordinate with DON to ensure that proper insurance information is provided upon admission or that required 

paperwork has been completed by client to ensure payment. 

 Maintain a working knowlegde of Medicare and Medicaid regulations and reimbursement processes. 

 Assist residents, patients and/or representatives with Medicaid applications and qualifications.  

 Serve as the primary contact for referrals/admissions to CCMC; build and maintain relationships with other 

healthcare facilities to help increase referrals. 

 Serve as a resource to the interdisciplinary team.  

 Serve as the primary information resource for nursing staff, payors, physician’s, other healthcare team 

members and clients in relation to admissions, discharge, payment and coverage. 

 Plan effectively to meet client needs, manage the length of stay, and promote efficient utilization of resources.  

 Coordinate with Social Worker and billers to monitor progress of claims and reports on and plans for 

deviations from the normal recovery process/length of disability. 

 Facilitate relations with and between payor sources and clients to develop claim strategies, reduce the total 

cost of disability in all forms and implement improvement opportunities. 

 Act as an advocate for residents through the assessment, planning, coordination, collaborating, evaluating, 

and communication of objective information regarding the medical status and state of well being. 

 Follow all facility policy and procedures. 

 Be knowledgable regarding State and Federal regulations for care management in critical access hospitals, 

and long term care facilities. 

 Is expected to respond to the hospital, if requested, to assist in the event of an emergency or if the   

hospital activates its emergency management plan. 

 Perform other related duties as assigned 

 

The above is not intended to be an all-inclusive list of essential functions for the job described, but rather a 

general description of some of the responsibilities necessary to carry out the duties of this position. 

 

QUALIFICATIONS 

 

EDUCATION:  Minimimum: High School Diploma. Associate Degree desirable.  

    

EXPERIENCE:  One or more of the following is preferred:  

 clinical experience in inpatient setting, acute or long term care; 

 experience working with post-acute levels of care and community resources; 



 and/or experience in coordinating services for Medicare, Medicaid, commercial 

payors and private payors. 

REQUIREMENTS:  Excellent verbal and written communication skills. Must be organized and able to 

work independently with minimal supervision. Must be compassionate and able 

to maintain self-control in a sometimes challenging environment. Must be able to 

maintain confidentiality of hospital and employee information. Ability to operate 

multi-line telephones and perform basic computing skills such as email, word 

processing, and spreadsheets. 

ADDITIONAL REQUIREMENTS 
 

 Upon date of Hire: Current Negative TB Test 

    Ability to Pass a DSHS Criminal History Check and Drug Test 

    Must be current in all immunizations 

    

EQUAL EMPLOYMENT OPPORTUNITY 

 

CCMC shall seek to insure and provide equal opportunity for all persons seeking employment without 

regard to race, age, color, religion, gender, marital status, sexual orientation, military status, national 

origin, disability, or any other characteristic as established by law. 

 

ACKNOWLEDGEMENT OF RECEIPT OF JOB DESCRIPTION 

Position: Admitting and Discharge Clerk 
 

I acknowledge I have received a copy of this job description.  I understand the duties, and am fully able to 

meet the requirements, and perform the essential functions of this position, with or without reasonable 

accommodations.  I further acknowledge, and understand, this job description does not create an 

employment contract, and nothing contained herein alters my at-will employment status. 

 

 

 

___________________________________________             _________________________________________ 

Employee Signature   Date   Supervisor Signature   Date 

  

 

___________________________________________ 

Print Name 

 

 


