
 

 

 

SURGICAL COORDINATOR 

West Nyack, NY 

 

Northeast Orthopedics and Sports Medicine has several Orthopedics practices in Rockland, 

Orange and Westchester counties. We currently have an exciting opportunity as a Surgical 

Coordinator based out of our West Nyack, NY medical office. 

 

Key Responsibilities 

Schedules patients for procedures and surgery and advises patients of surgical and financial 

preoperative requirements. Coordinates and schedules appointments for surgeries and 

procedures at the clinic, ambulatory surgery center or hospital. 

 

Specific duties and responsibilities 

 Coordinate and schedule surgeries and procedures and follow-up appointments as designated 
by physicians according to established policies and procedures. 

 Interact with patients’, physicians, and other staff within the clinic and at outside facilities 
providing accurate, timely and responsive information. 

 Coordinate processes and timing as required to meet physician and facility requirements. 

 Coordinate arrangements for surgical assistants, special equipment, and surgical materials. 

 Schedule diagnostic therapy and other treatments as requested. 

 Obtain authorization for surgery from patient’s insurance company with full documentation in 
patient medical records. 

 Provide patient with generic preoperative information sheets and advise patients of 
preoperative surgical and financial requirements. 

 Submit patient clinical and financial information to facility assuring appropriate medical 
records release, if needed. 

 Answer and screen telephone calls in a courteous manner, and record messages for physician 
and other personnel. 

 Obtain accurate information from patients and ensure all registration forms are complete. 

 Collect patient pre-payments as directed daily. 

 Provide information to patients regarding unpaid balances prior to procedure or surgery. 



 

 

 File records in appropriate sections of patient electronic charts. 

 Review financial and clinical paperwork to assure completion before the scheduled procedure 
or surgery date. 

 Maintain files and patient records in a confidential manner. 

 Perform other related duties as directed or assigned. 

 

Knowledge Required 

 Knowledge of all NEOSM medical practice policies and protocols 

 Knowledge of computerized EHR scheduling systems. 

 Knowledge of ICD10 and CPT coding 

 Knowledge of insurance requirements for authorizations 

 Knowledge of HIPAA rules and regulations 

 Knowledge of OSHA rules and regulations 

 Knowledge of customer service principles and techniques. 

 Knowledge of medical terminology. 

Skills Required 

 Skill in communicating effectively with physicians/clinicians, staff and patients. 

 Skill in gathering, interpreting, and reporting insurance information 

 Skills in handling all paperwork/filing 

 Skill in handling incoming phone calls and triaging appropriately 

 Skill in written and verbal communication 

Abilities Required 

 Ability to establish and maintain effective working relationships with patients, employees, and 
the public. 

 Ability to work effectively as a team member with physicians and other staff. 

 Ability to interpret and understand patients insurance benefits 

 Ability to organize and prioritize tasks effectively 



 

 

 Ability to communicate clearly 

 Ability to work with little supervision 

 Ability to plan, exercise initiative, problem solve, make decisions. 

 Ability to flexibly respond to changing demands. 

 Ability to analyze situations, identify problems recommending solutions and responding 
appropriately. 

 Ability to establish and maintain effective working relationships with patients, employees, and 
the public. 

 Ability to competently use Microsoft Office, including Word, and Excel, and appropriate 
practice management software. 

 

 

We offer competitive hourly rate, health insurance medical, dental, vision, additional voluntary 

plans, 401K, parental leave, paid PTO. 

 

Interested candidates should email their resume with desired hourly rate to 
rgarcia@neosmteam.com. 
 
NEOSM is an equal opportunity employer. All applicants will be considered for employment 

without attention to race, color, religion, sex, sexual orientation, gender identity, national 

origin, veteran or disability status. 
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