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Job Title 
JOB DESCRIPTION  

  

          

Position Title:         Entrance Screener    Exemption Status: Non-Exempt     

Job Classification:                                                                  Job Code:                                                                             

     

Department:          Health Information Management/Patient Access   

     

Reports to:            Director of Health Information Management/Patient Access   

  

Last Update:         January 2022                                                                                                                                               

 

  
Job Summary    

The Entrance Screener will assist in minimizing risk of COVID exposure and spread to our facilities according to state laws, federal 

regulations, and facility protocols.  The Entrance Screener will perform temperature screening, inquiring about the presence of 

symptoms and ensuring that current visitor and vendor restrictions to the building are followed.  The Entrance Screener will identify 

the purpose and destination of visitors to the hospital (e.g., patient, visitor, vendor), supply badges and PPE per protocol,  and assist 

with directing, wayfinding and escorting to destination as necessary to maintain risk minimizing protocols.   

 

Essential Functions  

Entrance Screener Duties 

• Answers the door promptly and meets, greets, and directs visitors in a professional, compassionate, and courteous manner. 

• Explain the purpose and protocol of the screening to those entering the facility. 

• Ensures all visitors are utilizing face masks. Provides face mask if visitor does not have one. 

• Administer and interpret temperature range of each visitor using digital temporal devices according to manufacturer’s 
instructions and established protocol when thermal scanning is not present.  Disinfects device after every use. 

• Administers COVID-19 screening questionnaire to each visitor in a professional, compassionate, and courteous manner. 
Completes screening forms or logs per protocol.   

• Ensure the right to privacy and confidentiality of anyone identified as a suspected case are maintained.   

• If anyone scanned has temperature over the mandated cutoff, or indicates they are presenting with any COVID-like symptoms 
per current CDC guidelines, the screener will direct the visitor to follow up according to the current hospital protocol. 

• Should a person (non-patient) be identified by the screening assessment to not pass screening or are a suspected case, 
explain the protocol and they should be asked to leave the facility; suggestions may be made to follow up their symptoms 
with a healthcare provider.   Patients who are identified to have symptoms will follow a separate set of protocols as defined 
by internal policies, EMTALA, and state/federal guidelines.   

• Follow hand hygiene and donning & doffing procedures as required. 

• May be asked to escort a patient or visitor to their destination within the building 

• Maintaining safe distance between individuals in line for screening   

• Assists and covers the registration desk as needed. 

• Assists with insurance notification and verification. 
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• Assists with obtaining patient signatures and completing questionnaires. 

• Collects payments per financial policy. 

• Assists with providing patient estimates when directed. 

• Other duties as assigned 

 
Patient Access Rep Specific Job Duties: 

 

• Obtain correct patient demographic and financial information in order to properly register the patient for services. 

• Ensures all signatures are captured on all required registration documents. 

• Answers and appropriately routes all incoming telephone calls. 

• Collects co-pays, deductibles, and payments per financial policy. 

• Maintain accurate records of cash, check, and credit card payments. 

• Check for redundant medical records numbers. 

• Maintain patient confidentiality and privacy at all times. 

• Perform all Admission related clerical functions, including assembling chart packets per type of service, monitoring standing 
orders, verifying insurance information, and other duties as assigned.  

 

Qualifications  

• Must have good interpersonal and communication skills and the ability to persuade people to comply with hospital protocol.  

• Ability to be a strong team player and ability to work independently.  

• Attention to detail.  

• Ability to problem solve quickly and in a calm manner.  

• Ethical understanding of patient processes, confidentiality, and personal health information (PHI) data management.  

• Awareness of general infection prevention practices.  

• Must feel comfortable working with assertive or emotional personalities at times. Behavior should be reflective of Seneca 
Healthcare District core values.   

• Must be able to fulfill the essential functions of the position.  

• High school diploma or equivalent.   

• One-year minimum of general clerical experience.   

• Prior experience in a healthcare setting is preferred. 

• Proficient typing speed at minimum of 35 words per minute with accuracy.   

• Must possess the ability to communicate effectively both orally, and in writing, to include legible handwriting, correct 
grammar, and spelling.   

• Must possess the ability to operate standard office equipment and be computer literate.   

• Knowledge of medical terminology and anatomy and physiology desirable but not required.   

• Be creative and mature with a “can do”, proactive attitude and an ability to continuously “scan” the environment, 
identifying and taking advantage of opportunities for improvement. 

Compliance 

• Conducts the District’s business in an ethical and lawful manner, and is willing to report any knowledge of real or potential 

fraud or abuse according to District policy. Is compliant with all federal and state privacy regulations. 

• Assumes personal responsibility to comply with all Federal, State and local laws governing business conduct, conducts 

business in an ethical and trustworthy manner, and displays the qualities and characteristics of a professional at all times 

when dealing with patients, visitors, physicians, volunteers, and fellow employees. 

 

Physical Requirements and Environmental Conditions    

• Unless a reasonable medical or religious accommodation is approved, all employees must receive COVID-19 vaccinations. 


