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Flow Facilitator Job Description
Purpose
· Dedicated staff person who monitors flow and keeps the clinic running smoothly
· Coordinates communication between front and back office staff
· Helps out when flow gets blocked in any one area
· Works to prevent long wait times for patients
· Communications with patients about expected wait times
Qualifications
· Supervisor, manager or coordinator
· Skilled in both front and back office work
· Good multi-tasker
· Has authority to make changes in staffing patterns and duties
· Has ability to build teamwork and strong staff morale
· Good communication skills
Duties
· Keeps an eye on both front and back office, especially during busy times
· Keeps communication flowing with staff about flow and patient satisfaction
· Helps with clinic tasks that help speed clinic flow
· Checks patients’ eligibility for funding (where funding is available)
· Pull charts
· Help patients with check-in and paperwork procedures
· Monitor and prioritize charts waiting
· Assign staff to assist with waiting charts
· Arrange charts to keep all rooms filled and clinicians productive
· Prepare injections and culture trays
· Run pregnancy tests ahead of time for charts that require one
· Assist with HIV counseling
· Give pregnancy and HIV results
· Pull charts requiring clinician signature
· Monitor and stock exam rooms, supply areas
· Clean rooms between patients
· Call patients back or post them out when clinic is backed up
· Communicate with patients when flow if backed up or when a clinician is running behind
· Offer choices (reschedule, just get birth control today, or come back later same day)
· Make sure staff takes breaks on schedule
Adapted from Bay Area Service Marketing Group publication, Flow Facilitation Toolbox
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