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Job Title:  Bilingual (Spanish) Client Services Coordinator Date: 9/15/2026 
Status:  Full-Time Rev.: 9/15/2026 
Reports To: Practice Manager FLSA:  Exempt 
  
 
Summary: 
MindSights is a mental health clinic that provides psychological evaluation and assessment services for 
youth up to 17 years old. The responsibilities of the Client Services Coordinator are to provide excellent 
customer service to the families and systems we serve. This includes greeting our patients, answering 
phones, making appointments, managing service request and referral flow, utilizing an Electronic 
Health Record, and administrative duties (e.g., copying, faxing, scanning).  Understanding of, and 
sensitivity to the needs of children and families who may have been historically marginalized, 
underserved and/or experienced other significant life stressors is also strongly valued. Healthcare 
experience is preferred but not required. This position requires an interest in working with people and 
learning the office operations of a mental health clinic. Attention to detail, organizational skills, computer 
skills, an ability to track multiple demands, strong interpersonal and communication skills, and excellent 
customer service/client communication skills are required. This position requires verbal and written 
fluency in Spanish as many of the families we serve speak Spanish. 
 
 
 
Duties & Responsibilities: 
1. Client communications 

a. Serves as initial point-of-contact for providers and potential patients/clients contacting the clinic 
to inquire about services. 

b. Provides information about MindSights services to potential clients/patients. 
c. Responds promptly to customer’s questions and inquiries (e.g., scheduling/appointments). 
d. Greets families and youth when they attend appointments, and address any needs that arise. 

 
2. Provides logistical support to English and Spanish speaking clients and families during scheduling 

process for psychological testing, including, but not limited to:  
a. Providing available appointment times; 
b. Answering questions about our services; 
c. Reviewing and responding to voicemails from Spanish-speaking clients; 
d. Assisting Spanish-speaking families in the clinic; 
e. Coordinating with Bilingual clinicians to schedule appointments or troubleshoot, as needed; 
f. Writing and translating emails and any other clinically relevant documentation in Spanish for 

families; 
g. Writing and translating administrative and operations documents in Spanish, as needed. 

 
 



3. Provides logistical support to clients and families during scheduling process for psychological 
testing, including, but not limited to:  
a. Providing available appointment times; 
b. Answering questions about our services; 
c. Reviewing and responding to voicemails from clients; 
d. Coordinating with clinicians to schedule appointments or troubleshoot, as needed. 

 
4. Manages and coordinates clinicians’ calendars and appointments  

a. Schedule client appointments to optimize clinician’s calendars, ensuring appointments align with 
each clinician’s FTE allocations, individual scheduling needs, and the overall operational needs 
of the clinic; 

b. Ensure client appointment reminders/notifications; 
c. Communicate with clinicians in getting appointments scheduled, as needed; 
d. Identify which clinician is most appropriate for each client; 
e. Adjust, cancel, and/or reschedule client/clinician appointments when circumstances require 

changes to existing appointments. 
 
5. Coordinates with Community Partners, Providers, Clinicians, and Clients for MindSights Special 

Programs 
a. Works with Case Workers, Resource Families and other Oregon Department of Human 

Services representatives to help families navigate scheduling RAPID evaluations;  
b. Identifies referrals for Indigenous Roots and SABER programs; 
c. Develops and maintains relationships with community referral sources; 
d. Communicates with clients/client families to help them navigate the scheduling process; 
e. Coordinates Interpretation and Translation services when necessary. 

    
6. In coordination with the Billing Specialist, verifies client Insurance status 

a. Performs weekly Oregon Health Plan insurance checks; 
b. Schedules Pre-authorization consultations for clients whose insurance require pre-authorization 

for services; 
c. Communicates with MindSights Billing Specialist to ensure insurance authorizations; 
d. Troubleshoots complex insurance situations.  
  

7. Organizes records, files, and other operational/administrative information. 
a. Maintains and updates Electronic Health Record (EHR); 
b. Manage client information within EHR system; 
c. Manage security of paper health records and the timely transfer of such documents into HER; 
d. Protect client confidentiality per policies, procedures, and relevant laws; 
e. Manage and oversee release of confidential health records in accordance with clinic policies 

and procedures. 
 
8. Work with Practice Manager to develop, implement, and monitor effective administrative 

programs/services. 
 

9. Attend staff meetings, as applicable. 
 
10. Perform other office/infrastructure management duties not listed in this description, as needed. 
 
 
 
 
 
 



Qualifications/Skills: 
 
Education/training: 
1. Work history demonstrating critical thinking skills, capacity to master new skills/concepts, novel 

problem solving, and ability to work with a team; 
2. Prior experience with customer/client service and communication; 
3. Prior behavioral health/medical scheduling experience preferred but not required; 
4. Familiarity with SPSS data management, or willingness to learn. 
 
Communication skills: 
1. Ability to interact effectively, empathetically, and professionally with clinical staff, management, 

clients, and community partners of diverse backgrounds; 
2. Strong written and verbal communication skills; 
3. Strong interpersonal problem-solving skills; 
4. Bilingual (Spanish & English speaking) is required. 
 
 
Self-management skills: 
1. Ability to independently track completion of assigned job duties; 
2. Ability to exercise discretion in creating solutions to problem situations; 
3. Ability to work efficiently and effectively; 
4. Ability to recognize when situations require collaboration/consultation with management staff, and 

to seek collaboration/consultation when needed; 
5. Demonstrates flexibility and judgment when situations require novel solutions; 
6. Meet expectations in a timely manner set forth by the Practice Manager. 
 
Technology skills: 
1. Knowledge of safe and efficient usage of office equipment; 
2. Knowledge of and ability to utilize all relevant aspects of EHR/scheduling software, or ability to 

develop such knowledge/ability; 
3. Knowledge of use of general office software, particularly Office programs (Word, Excel, 

PowerPoint); 
4. Able to use electronic communication technologies (email, telephone, video conferencing) 

effectively and within office polices. 
 
 
Compensation and Benefits 
Position is a full time (40 hours/week), FSLA Exempt, annual salary beginning at $47,000 per year. This 
position also includes $3,525 specialty pay for verbal and written fluency in Spanish, as many of the 
families we serve speak Spanish, for a total starting salary of $50,525. 
 
This is a benefits-eligible position, and benefits include subsidized premiums for employer-sponsored 
health plans, dental, and vision plans; 401K with partial employer matching of contributions; paid 
holidays and paid time off (PTO); and more as outlined in general employment policies.   
 
 

 
 

 
 
 
 

 


