TITLE:
REHABILITATION TECHNICIAN

General:
The Rehab Technician is responsible for assisting in the marketing, sales, documentation, verification, delivery, and billing of rehab services.  This position will also assist with fittings, adjustments and assembling of rehab equipment.

Responsible

To:

Rehab Specialist and Executive Director

Qualifications

Physical:

1. In an average 8 hour day the employee lifts/carries up to 15 pounds frequently.

2. In an average 8 hour day the employee stands/walks 2 hours.

3. In an average 8 hour day the employee sits 6 hours. (These hours include up to 2 hours of data entry/phone work)

4. In an average 8 hour day the employee drives 0 hour.

5. The employee lifts/carries up to 85 lbs. maximum.

6. Must be clean and neat in personal appearance.

Education:


6. High school diploma.

6. 2 year rehab experience or approved training preferred.

Experience/Knowledge/Personality:

1. Able to function as a polite and cooperative team member with a positive attitude.

2. Good computer skills preferred.

3. Good oral and written communication skills.

4. Must be detail oriented.

5. People sensitive characteristics with a desire to help others.

6. Able to work independently.

7. Certification may be required.

8. Excellent driving record required.

On Call:

8. Periodically available for non-office hours.

8. Willing to be trained in pertinent areas of equipment and supplies.

8. Available for home/office visits

Responsibilities

and Duties:

Responsible for:

1. Maintaining an accurate and efficient workflow for processing rehab orders and related documentation.

2. A working knowledge of computer system to include order entry, inventory, notes, report writing and accounts receivable.

3. Assisting with obtaining all required documentation, authorizations, verifications, and waivers for proper payment of rehab products.  Responsible to respond in a timely manner to requests for additional information, and to investigate problems and resolve with appropriate staff.

4. Assisting with placing orders for wheelchair and accessories through materials department.

5. Repairing speciality or high-end wheelchairs for Rice Home Medical customers; includes setting schedule for pick-up, delivery, providing loaner - p.r.n., ordering replacement parts, repairing, documenting repairs for billing, and making notations in appropriate notes in computer system

6. Keeping abreast of third party reimbursement issues and documentation requirements.

7. Setting-up appointments for fittings, deliveries, etc. in conjunction with customer service staff and Rehab Specialist.

8. Assisting with deliveries and set-ups as requested by Rehab Specialist and/or Branch Manager.

9. Assisting with inventory control of rehab products and assure that warehouse is a safe, organized, efficient environment.

9. Filing charts and contents accurately and in a timely manner.

10. Maintaining confidentiality of all customer charts and secure files at close of business day.

11. Auditing customer charts according to company guidelines.  Assist with completing reports as requested.

12. Providing support and assistance to other departments as needed.

13. Maintaining clean, neat, and orderly work area.

14. Being on call per company policy.

15. Attending in-store meetings.

16. Performing other duties as deemed appropriate by management.
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