
Atlanta Plastic Surgery – Career Opportunity 

Interested candidates, please email resume to jobs@atlplastic.com or fax to (404) 705-2774. 

 

 

Administrative Assistant / Surgery Scheduler 
 

Job Duties: 

 Work with the Physician, Executive Director, and Marketing Team to grow new 

physician’s practice; establish and maintain relationships with referral sources 

 Schedule appointments for new and established patients, providing detailed information 

about procedures for new patients calling to inquire about a consultation 

 Meet with patients in the office to discuss surgery scheduling 

o Discuss financial arrangements with patients based on their insurance plan 

o Discuss procedure quotes with cosmetic patients; actively work to convert 

cosmetic consultations into scheduled surgeries 

 Schedule all surgeries with hospitals and surgery centers; order any required equipment 

or supplies (implants, expanders, mesh) 

 Schedule patients for pre-admission testing for surgery 

 Verify eligibility and benefits and obtain pre-authorization for surgeries 

 Collect cosmetic fees, insurance deductibles and co-insurance prior to surgeries 

 Review all charge sheets (office visits and surgeries) to ensure proper ICD-10 and CPT 

codes are selected before sending to billing department for charge entry 

 Respond to ALL patient voicemails and patient emails on the same day they are received. 

 Open and sort mail 

 Schedule doctor’s meetings, speeches, and conferences 

 Maintain up-to-date credentialing at all facilities used as well as CAQH for insurance 

company credentialing 

 Maintain CME records for physician to ensure required hours are met to maintain 

certifications 

 Complete any other duties assigned by physician 

 

Job Requirements: 

 Strong Medical Terminology 

 Must be able to handle high levels of stress and maintain proper phone etiquette. 

 Excellent organizational skills 

 Excellent computer skills 

 Excellent communication skills (speaking and writing) 

 Ability to work independently and make decisions 

 Medical Manager Software experience preferred 

 Prior Experience working with insurance companies and obtaining authorizations 

 

Job Locations: 

 Primary Location – Northside Forsyth campus in Cumming, GA (approx. 4.5 days/week) 

 Northside Cherokee campus in Canton, GA (approx. .5 days/week) 

 Must be willing and able to commute to the APS Atlanta office and spend some time 

there for clinic, meetings, etc 
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