
 

 
Job Posting 

Date: 10/19/2020 

Title: Dental Customer Service Coordinator 

FSLA: Full Time, Exempt 

Location: Niles/Cassopolis 

 
 

Cassopolis Family Clinic Network is seeking a Dental Customer Service Coordinator for the Niles and 

Cassopolis Dental locations. The Customer Service Coordinator provides support to the executive 

administrative team by assisting in the operational functions of the health center. Provides leadership, 

oversight, training and direction for clerical and outreach/enrollment staff members. Is a major communicator 

and facilitator between all members of the health care team, administration, patients and guests. 

 

Principle Duties and Responsibilities:  
 

 Promotes the mission and philosophy of providing quality health care and related services to the 
medically underserved. Upholds and ensures compliance with and attention to all corporate policies 
and procedures, as well as the mission and values of the organization.  

 
 Ensures all actions, job performance, personal conduct and communications represent the 

organization in a highly professional manner at all times. 
 

 Maintains a commitment to the achievement of quality health care services by maintaining patient 
rights, safety, privacy, confidentiality and excellent customer service philosophy. 

 
 Assists with all aspects of administrative management; provides multifaceted general support in day-

to-day operation matters for everyone in the office, problem solves, addresses employee concerns in 
accordance with company policies and government regulations, makes decisions with input from the 
executive team.     

 
 Provides leadership for clerical, phone room and front desk staff. Ensures training on customer 

service, registration and checkout procedures, billing and collection, sliding fee discount program, 
outreach and enrollment, etc., is consistent and compliant. Holds staff accountable for excellent 
customer service and adhering to health center policies and procedures.  

 
 Provides financial counseling for patients and families. Presents information on financial/payment 

policies, the sliding fee discount program, Medicaid eligibility and enrollment, Marketplace insurance 
products, the Breast and Cervical Cancer Program.  

 
 Schedules and coordinates meetings, interviews and events. Prepares meeting minutes, meeting notes 

and internal support materials. 
 

 Assists with managing inventory of assets and supplies, sourcing for suppliers (vendors) and 
submitting invoices. 

 
 Sending out, receiving and distributing mail and packages. 

 



 

 Assists in maintaining appropriate levels of office supplies. Ensures all packing slips and invoices 
are forwarded to the accounting department. 

 
 Establishes and maintains open and positive communications in all aspects of job performance. 

 
 Is knowledgeable of all clerical functions in the health center and is able to fill in, when necessary, to 

assist the clerical or outreach/enrollment teams. 
 

 Maintains a commitment to career growth and development by participation in mandatory annual in-
services and educational programs. 

 
 Assists the executive staff in assuring compliance at all sites with HIPAA Privacy rules, staff and 

patient safety policies and other health center policies and procedures 
 

 Performs other duties as assigned. 
 
Knowledge, Skills and Abilities Required: 
 

Education:   

 Associate’s degree in accounting or business. Bachelor’s degree preferred.  

 

Experience:  

 Prior experience working in an outpatient primary care or hospital setting in customer service, 

registration, patient accounts/billing and collection. Must demonstrate good understanding of all 

functions in the outpatient clinical setting.   

 

Skills: 

 Demonstrated leadership ability. 

 Ability to act as a team member.   

 Excellent reading, writing, understanding and ability to speak the English language and mathematical 

skills.   

 Must possess exceptional accuracy in data entry skills, writing, typing, filing and organizing.   

 Ability to work independently of supervision. 

 Ability to make decisions in accordance with company policies and government regulations. 

 

Interpersonal:  

 Excellent communication, ability to work with individuals of diverse economic, social and/or cultural 

backgrounds. 

 Must be able to demonstrate customer focused interpersonal skills in order to interact in an effective 

manner with patients and families.   

 Must be able to effectively collaborate with administration, physicians and clinical support staff as 

part of a team. 

 Ability to organize, prioritize and manage time. 

 Ability to multitask, set priorities and goals and deal with frequent interruptions. 

 

 Knowledge: 

 Knowledge of organization policies, procedures, systems and objectives. 

 Knowledge of computer systems and applications, including electronic health record systems.   

 Knowledge of Community Health Center program. 

 

Certificate/License: 

 None 



 

 

Reporting Relationships:  

 Reports to Director of Clinical Operations 

 

Working Environment: 

 Physical: Works in a normal office environment where there are minimal physical discomforts due to 

temperature, noise, dust and the like.   

 Must have manual dexterity for use of a computers keyboard and calculators. Ability to remain 

stationary for long periods of time. Ability to communicate via phone, email, text and in person to 

resolve disputes, solve problems, etc. Requires sitting, walking, stooping, bending, ability to walk 

upstairs and lift up to 25 lbs.  

 Must have good visual acuity. Some exposure to visual strain due to close inspection of forms, 

records and computer screens.   

 Cognitive skills to analyze, calculate data, problem solve.  

 Occasional exposure to communicable disease, unpleasant odors, noise due to clinic and/or data 

processing activities. 

 Ability to cope with physical and mental stress. 

 Must be in good physical and mental health. 

 Job is subject to frequent interruptions and changes in priorities.    

 

How to Apply: 

For consideration, please send your resume to Tammy Howard, 261 M-62 North, Cassopolis, MI or email to: 

thoward@cassfamilyclinic.org.  
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