
Job Description 

Job Title: Prior Auth/Referral Nurse 

Department: HCCH Medical Group 

Supervisor: CFO 

FLSA Status: Non-Exempt 

Prepared By: CFO 

Prepared Date: 05/22/2018 
 

Summary 

Responsible for providing accurate and complete data input for precertification 

requests for appointments/testing/medications/etc., complete appointment referral 

requests while providing excellent customer service.   

Essential Duties and Responsibilities include the following. Other duties may be 

assigned. 

 Obtaining prior authorizations for appointments/testing/medications/etc. 

 Obtain appointments based upon referrals from physicians within HCCH 

Medical Group. 

 Accurately enter required information (clinical and non-clinical data) into the 

computer system. 

 Contact patients regarding appointment/testing/medications/etc. 

 Call back providers with precertification numbers as needed. 

 Print and send form letters to patients regarding patient’s 

appointment/testing/medications/etc.   

 Maintain patient confidentiality as defined by state, federal and HCCH 

regulations. 

 Establish effective rapport with other employees, professional support service 

staff, patients, families and physicians.  

 Actively support departmental and organizational strategic plans and ensure 

successful implementation.  

 Maintain cooperative working relationships within and outside the organization. 

 Provide back-up to existing staff. 

 Other duties as assigned. 

Supervisory Responsibilities  

This job has no supervisory responsibilities. 

Qualifications To perform this job successfully, an individual must be able to perform 

each essential duty satisfactorily. The requirements listed below are representative of 

the knowledge, skill, and/or ability required. Reasonable accommodations may be 

made to enable individuals with disabilities to perform the essential functions. 



Education and/or Experience  

Licensed Practical Nurse; six months customer service experience. 

Language Skills  

Ability to read, analyze, and interpret medical reports, technical procedures, or 

governmental regulations.  Ability to write reports and business correspondence.  

Ability to effectively present information and respond to questions from groups of 

managers, clients, customers, and the general public. 

Mathematical Skills  

Ability to calculate basic math.   

Reasoning Ability  

Ability to apply common sense understanding to carry out detailed but uninvolved 

written or oral instructions.  Ability to deal with problems involving a few concrete 

variables in standardized situations. 

Computer Skills  

To perform this job successfully, an individual demonstrated proficiency in 

keyboarding/computer use including but not limited to Excel/Word/Outlook.  

Certificates, Licenses, Registrations  

Current driver's license 

Current LPN 

Physical Demands The physical demands described here are representative of those 

that must be met by an employee to successfully perform the essential functions of this 

job. Reasonable accommodations may be made to enable individuals with disabilities 

to perform the essential functions. 

While performing the duties of this Job, the employee is regularly required to sit; use 

hands to finger, handle, or feel; reach with hands and arms and talk or hear.  The 

employee is occasionally required to stand; walk; climb or balance and stoop, kneel, 

crouch, or crawl. The employee must occasionally lift and/or move up to 50 pounds.   

Work Environment The work environment characteristics described here are 

representative of those an employee encounters while performing the essential 

functions of this job. Reasonable accommodations may be made to enable individuals 

with disabilities to perform the essential functions. 

 The noise level in the work environment is usually quiet. 


