SOUTH COUNTY OFFICE (ADMINISTRATION)
9200 Watson Rd, G-101
St. Louis, MO 63126-1528
P: 314.544.3800 F: 314.843.0552

Job Title:

Full Time Client Intake Specialist

Agency:

Saint Louis Counseling
South County Office
9200 Watson Road, Suite G-101
St. Louis MO, 63126

POSITION SUMMARY
The Client Intake Specialist is often the first contact for our clients whether in person or via telephone.
The Client Intake Specialist is to represent Saint Louis Counseling with exceptional customer service,
professionalism and compassion for our clients and perform all required duties in a manner consistent
with the mission and values of the agency.
The Client Intake Specialist is responsible for creating a warm responsive interaction between our
agency and the clients. The Client Intake Specialist is the primary support for the clinical staff which
involves both therapists and psychiatrists. The individual provides and coordinates office services
needed to operate an efficient office environment. This position requires an individual that is
compassionate and empathic to others needs, performs in a high professional manner at all times with
providing exceptional customer service to our clients and families to guarantee their satisfaction and
return.
Scheduled hours for the position are: Monday-Thursday Noon-8pm and Saturday 8:00am 2:00pm. Saturday hours will be temporarily set to Fridays until we reconvene with our
Saturday hours.
Compensation for the position is $14.82 per hour.
DUTIES & RESPONSIBILITIES
The individual position involves the client intake responsibilities as well as additional administrative
support duties for the office staff.
The Client Intake Specialist position is responsible for the following duties:
 Answering telephone inquiries from persons seeking mental health services and providing
information regarding the services our agency provides.
 Schedule client appointments for both therapy and psychiatry within the Medtech and
CareLogic system.
 Coordinates and communicates schedules and client/patient questions and concerns with both
therapy and psychiatry personnel.
 Gather the necessary client demographic, insurance and clinical information needed for
appointments.
 Benefit verification, preauthorization requirements, co-pay collection and other payments on
previous balances



















Verifies completion of all client paperwork and signatures on all required forms
Ensure the most accurate patient information is obtained and entered in to the Medtech and
CareLogic system.
Greet clients in a professional and timely manner
Checking clients in for appointment time and assist in client checkout and schedule follow up
appointments.
Knowledge of all County Grants and Contracts of the agency and staying on top of any
changes
Responsible for next day schedules and end of day reports
Ensure all billing information is collected, correct and turned into the billing department in a
timely manner
Responsible for release of medical records
Maintain archive records storage and filing to maintain order of workspace
Handling incoming/outgoing mail
Maintain waiting room
Cover vacation and sick time for coworkers as needed
Attend staff meetings
Constantly works with and maintains confidential information
Follow all agency policies, produces and HIPAA guidelines
Works in a constant state of alertness and safe manner.
Perform other duties as assigned

KNOWLEDGE & EXPERIENCE REQUIREMENTS









Experience with office equipment, Microsoft Word, Excel, and management practices.
Ability to type with accuracy, minimum of 30 wpm (preferred)
Clerical, office, or healthcare related work experience (preferred)
Experience with crisis calls (preferred)
Customer Service experience
Medical scheduling (preferred)
Knowledge of HIPAA Guidelines
Knowledge and experience of medical insurance is a plus

SKILLS & ATTITUDES REQUIRED FOR SUCCESS IN JOB







Ability to interact with a range of people in an open, friendly and customer oriented manner.
Must have an exceptional attention to detail
Computer Skills
Organizational skills, multi-task and have a “can do” attitude.
Empathic and Compassionate to others situations and needs
Self-motivated and a team player

RELATIONSHIPS REQUIREMENTS
This position is very people oriented as you are dealing directly with clients. The applicant must be
someone who is friendly, compassionate to others and has boundaries that allow them to remain

professional at all times while keeping confidentiality.
Works closely with psychiatrists and therapists on a daily basis to ensure patient/client scheduling and
satisfaction. Maintain an open rapport with other Saint Louis Counseling office personnel.
RESOURCES FOR WHICH ACCOUNTABLE
Comparison of computer systems: Citrix, Medtech, CareLogic, and Outlook.
To apply, please submit cover letter and resume to the contact below or to
SaintLouisCounselingHR@ccstl.org, no phone calls please.
Human Resources
Saint Louis Counseling
9200 Watson Road, Ste. G-101
St Louis, MO 63126

