
 
 

POSITION DESCRIPTION: INTAKE COORDINATOR 

 

The Wendt Center for Loss and Healing, a non-profit, outpatient mental health center 

specializing in bereavement and trauma, is currently seeking a compassionate and organized 

individual to join our team. 

 

STATUS:  Full-time, exempt, reporting to Director of Operations 

 

PRIMARY FUNCTION:  Provides professional, timely customer service to callers at our grief, 
trauma and loss center; uses clinical skills of crisis management and assessment along with 
empathy and compassion; obtains, verifies and updates necessary demographic and insurance 
information; schedules appointments, and provides administrative duties as assigned. 

 

RESPONSIBILITIES: 

 Understands and upholds the Center’s philosophy and mission; maintains strict 
confidentiality and adheres to HIPAA guidelines and regulations 

 Responds to intake calls; assists callers in distress with assessment/screening, emergency 
care, information and referral; case assignment as needed 

 Documents intake carefully and provides necessary information in EMR to provide 
background of clients to Clinicians 

 Obtains insurance information and provide verification by contacting insurance companies 
and using our EHR 

 Manages office waitlist and schedules appointments as available.  Follows up with waitlist 
clients. 

 Maintains call log for all voicemails and calls  

 Obtains and enters new client demographics; updates client information as needed 

 Provides clinical information, consultation and referrals to professionals who call 

 Maintains a current listing of community resources for referrals, including out of state 
resources, and services to victims and co-victims of violence 

 Greets clients in a polite, prompt, helpful manner and provides any necessary 
instructions/directions 

 Orients all new clinicians and graduate clinicians to the intake and scheduling process 

 In conjunction with front desk staff, check clients in, obtain new client paperwork, register 
clients, and collect co-pays and balances 

 Provides administrative support as assigned, some of which may include office 
organization, creation of new employee voicemail and mailboxes, ordering new business 
cards 

 Reviews, revises and maintains all registration related forms (electronic and paper) 

 Maintains client physical files, regularly reviewing and archiving/ shredding as required by 
record retention policies 

 Assists with answering the phone, transferring to appropriate personnel 

 Assists other administrative staff as needed during the day/evening 

 Attends staff, clinical and other organization meetings as required 



 Follows opening and closing procedures according to office guidelines 

 Other duties as assigned 

 

QUALIFICATIONS: 

 Minimum of a Bachelor’s in Social Work or other relevant Mental Health field 

 Minimum of two years work experience in social service field 

 Excellent communication and people skills; client friendly approach required 

 Organized and detail-oriented 

 Ability to multi-task and prioritize work demands 

 Ability to tolerate high degree of expressed emotion from clients 

 Excellent computer skills necessary for client records, data collection, excel, reports, etc. 

 Ability to work in a clinical environment 

 Experience in a non-profit setting preferred 

 Background in medical billing or related administrative experience preferred 

 Must be able to work at least 1 evening per week 

COMPENSATION AND BENEFITS: 

Competitive salary commensurate with experience; benefits include paid holiday, vacation and 

sick time, flexible schedule, 403b, health insurance contribution, life insurance, transportation 

benefit and ongoing training.  

 

TO APPLY:  
Send resume and cover letter with job title as the subject to hr@wendtcenter.org. No phone calls 

please.  

 
The Wendt Center for Loss and Healing is an equal employment opportunity employer and is committed to 

maintaining a non-discriminatory work environment. The Wendt Center does not discriminate against any employee 

or applicant for employment on the basis of race, color, religion, sex (including pregnancy), national origin, age, 

disability, genetic information, veteran status, marital status, sexual orientation, or any other characteristic protected 

by applicable law.  
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