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JOB DESCRIPTION
POSITION TITLE:

Referral Administrator—Orthopedic Central Intake 
QUALIFICATIONS:

· Successful completion of a recognized administrative assistant training course;

· Minimum of three to five years administrative experience;
· Working knowledge and experience in primary care or hospital care
· Superior computer proficiency (Word, Outlook, Excel, Access & PowerPoint required);

· Extensive knowledge of data entry, building queries, importing, exporting and collating data

· Advanced document preparation skills (i.e. effective layout and design of a document);

· Excellent organizational and problem solving skills;

· Excellent communication skills (oral and written);

· High level of initiative, judgment and discretion;

· Ability to work independently, prioritize work and meet deadlines;

· Attention to detail and efficient time management skills are essential in this role;

· Proficiency in the use of databases, including Microsoft Excel and Access Database
· Flexibility and expertise in learning software programs for referral administration
· Ability to function as a member of a team and work cooperatively with other team members;

HOURS OF WORK:    
37.5 hours per week.  
TYPE OF POSITION:

Contract Full Time Position 
POSITION SUMMARY:

The Referral Administrator, under the direction of the eReferral – MSK Project Manager, is responsible for coordinating the flow of referrals, collecting and entering data and running reports for the orthopedic central intake system for the North East LHIN.  This position will work closely with the eReferral Project Team in utilizing the Ocean eReferral system and any future software integrations to support Central Intake. The position is based at the NE LHIN office in Blind River, Ontario.  It may require some travel to meetings in the region.

POSITION DUTIES AND RESPONSIBILITIES:

The Referral Administrator for Central Intake will:
· receive incoming orthopedic referrals, either electronically or by fax

· utilize the Ocean eReferral system to process referrals

· enter data in to central intake database

· contact referral source for any missing data

· send referrals to appropriate specialist in a timely basis

· communicate the  status of referral to referral source 
· work closely with orthopedic offices  in the region 
· back-up data on a nightly basis

· prepare reports as required;

· develop and maintain an effective filing system (paper-based and electronic);

· manage incoming emails, telephone calls, providing responses and/or redirect callers to appropriate personnel;

· assist with day to day facility management responsibilities 

The above responsibilities are representative but not all inclusive.  
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