East Side Adult Education Program


Independence Adult Center


625 Educational Park Drive


San Jose, California 95133�
Joyce Alvarado


Department Chair


alvaradoi@esuhsd.org  (408) 928-9399�
�



Dear Doctor,


 


Help Us......... Help You.





We are looking for externship opportunities for our highly qualified students of Medical Office Administration.





Each student has completed, a minimum of 84 hours of classroom instruction,  has earned a grade of B or better, and has successfully demonstrated his/her competency in the following areas:





Understanding of HIPAA privacy rules (and how they apply in a private practice setting) �
General, Legal, and Ethical Considerations (of working in a Medical Office)�
�
Familiarity with Registration Documents, Consent Forms, and Notices used in the Medical Office�
The Patient Registration Process (and the need for attention to detail through practical hands-on experience)�
�
Registering Patients in a Computerized Practice Management System.�
Managing a Computerized Scheduling System (i.e. scheduling appointments, moving appointments, printing schedules and looking up future patient appointments)�
�
Obtaining Authorizations, Collecting Co-pays and Printing Patient Receipts�
Basic Understanding of Health Insurance and Managed Care�
�
Use and Understanding of Basic Medical Terminology and Much Much More.�
�



Our students are looking for 50 hours of onsite experience in your clinic.  


They are NOT employees so it costs you nothing.  


No Obligations. You decide if and when you sponsor an extern. 


(Bi-lingual students are available. Just Ask)�





Just fax this form to: (408) 928-9309 or call me at: (408) 928-9399


YES   I am interested.





? Contact: _______________________________ Phone: _______________________





? Send me more details.


Joyce Alvarado, Department Chair


NOTE: This is not an unsolicited fax.  You or a member of your staff has authorized the sending of this facsimile to your attention.











