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Title:



Certified Clinical Medical Assistant
Salary Range:


Competitive

Location:


Lakewood + Toms River

Experience:


2-4 years in community health care center,

                                                    private practice or medical center

Education:


High School Diploma

Certificates/License:

Medical Assistant License + National Certification
Hours per Week:

40  -- Full Time

Days of the Week:

Monday to Friday and Saturdays

Job Description:
The ideal candidate will take vital signs (blood pressure, pulse, respiration’s and weight); give injections; assist clinicians in patient care; wound care/dressing change; call in prescriptions to pharmacies; be proficient in blood glucose monitoring; keep examination rooms neat and clean; prep EMR charts for daily visits; possess the ability to discharge patients (explain use of medication, review discharge instruction and labs, radiology, cardiology, direct patient to proper department); retrieve medical records from other facilities, answer phones and follow-up on messages; complete referral forms; rotate through departments – medical, OB/GYN, pediatrics, etc. as needed; scan and file patient results, be proficient with EHS, and always deliver compassionate, effective patient care.

Additional Requirements:
Must be bilingual (Spanish/English), computer literate and possess the ability to work in a fast pace and high volume environment.  Teamwork is essential, as is professionalism and courtesy. Must be able to maintain patient confidentiality.  
Title:



Medical Coder 

Salary Range:


Competitive

Location:


Lakewood – Administration Offices

Experience:


2-4 years in community health care center, private practice or 

                                                    medical center

Education:


High School Diploma 

Certificates/License:

National Certification – CPC required

Hours per Week:

40 – Full Time
Days of the Week:

Monday to Friday 
Job Description:
Ideal candidate codes health center’s medical records for the purpose of reimbursing, researching and ensuring compliance with regulatory agencies by assigning ICD-9 CM, CPT-4 codes and other data.  Applicant must possess excellent communication and telephone skills and be able to work independently.

Additional Requirements:
Bilingual (Spanish/English) is a plus, must be computer literate and possess the ability to work in a fast pace and high volume environment is essential.  Teamwork is essential, as is professionalism and courtesy. Must be able to maintain patient confidentiality.  

Title:



Security Officer 

Salary Range:


Competitive

Locations:


Lakewood and Toms River Sites plus Administration Office

Experience:


2-4 years in a community health care center or medical center  

Education:


High School Diploma 

Certificates/License:

SORA certification is required + CDL preferred

Hours per Week:

40 – Full Time
Days of the Week:

Monday to Friday and Saturdays

Job Description:
The security officer is responsible for patient and employee safety, and the day-to-day building operations.
Additional Requirements:
Bilingual (Spanish/English) is a plus, must be computer literate and possess the ability to work in a fast pace and high volume environment is essential.  Teamwork is essential, as is professionalism and courtesy. Must be able to maintain patient confidentiality.  

Title:



Licensed Certified Social Worker 

Salary Range:


Competitive

Locations:


Lakewood and Toms River Sites 

Experience:


3-5 years in community health care center or medical center





Minimum 2 years experience at the supervisory level  

Education:


Master’s Degree is Social Work

Certificates/License:

LCSW

Hours per Week:

40 – Full Time
Days of the Week:

Monday to Friday 
Job Description:
Will manage a team of social workers and provide social services for patients.  Will develop and facilitate groups.  

Additional Requirements:
Bilingual (Spanish/English) is a plus, must be computer literate and possess the ability to work in a fast pace and high volume environment is essential.  Teamwork is essential, as is professionalism and courtesy. Must be able to maintain patient confidentiality.  

Title:



Call Center Representative

Salary Range:


Competitive

Locations:


Administration Office

Experience:


1-2 years in community health care center or medical center

Education:


High School Diploma

Certificates/License:

None

Hours per Week:

40 – Full Time
Days of the Week:

Monday to Friday and Saturdays

Job Description:
The primary function of the Call Center is to uphold its main goal to connect, direct and assist callers in an accurate, convenient, professional and timely manner. Project a professional company image through phone interaction.  Refers patient calls for Triage to Nurse when indicated.

Additional Requirements:
Must be bilingual (Spanish/English), computer literate and possess the ability to work in a fast pace and high volume environment.  Teamwork is essential, as is professionalism and courtesy. Must be able to maintain patient confidentiality.  
Title:



Staff Account

Salary Range:


Competitive

Locations:


Administration Office

Experience:
2 years previous general ledger accounting, financial reporting experience preferred in community health care center or medical center

Education:


Bachelor’s Degree 

Certificates/License:

None

Hours per Week:

40 – Full Time
Days of the Week:

Monday to Friday 
Job Description:
Reporting to the CFO the staff accountant will be responsible for general accounting including preparing journal entries, budgeting, maintaining balance sheet schedules and bank reconciliations. Assisting with monthly closing, account analysis and support in carrying out the responsibilities of the accounting department. 
Additional Requirements:
Computer literate and possess the ability to work in a fast pace and high volume environment.  Attention to detail and accuracy, ability to plan, highly organized and teamwork are essential, as is professionalism and courtesy. Must be able to maintain patient confidentiality.  

Title:



Medical Records
Salary Range:


Competitive

Locations:


Administration Office

Experience:
1 to 2 years in related health care setting

Education:


High School Diploma or GED is required 

Certificates/License:

None

Hours per Week:

40 – Full Time
Days of the Week:

Monday to Friday 
Job Description:
Reporting to the COO is responsible for all scanning of documents and lab results into the electronic medical record. 
Additional Requirements:
Computer literate and possess the ability to work in a fast pace and high volume environment.  Have a high attention to detail and accuracy. Must be able to maintain patient confidentiality.  

Title:



RN Call Center Triage Nurse

Salary Range:


Competitive

Locations:


Administration Office

Experience:
2 to 3 years in medical center or community health care setting

Education:


BSN preferred

Certificates/License:

Active State of NJ RN license

Hours per Week:

40 – Full Time
Days of the Week:

Monday to Friday 
Job Description:
Reporting to the Call Center Manager this individual will work closely with the Call Center Staff to triage all patient calls.  This position will incorporate a wide variety of activities that will focus on facilitating the schedule of all OHI providers and patients.  
Additional Requirements:
Bilingual (Spanish/English) is preferred, computer literate and possess the ability to work in a fast pace and high volume environment.  Teamwork is essential, as is professionalism and courtesy. Must be able to maintain patient confidentiality.  
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