
 

 CCAR INDUSTRIES 

 

 JOB DESCRIPTION 

 

JOB TITLE:  Appointment Coordinator 

 

DEPARTMENT: Residential Services 

 

FLSA STATUS: Non-Exempt 

 

GENERAL SUMMARY:  

 

This position reports directly to the Residential Program Director.  The Appointment Coordinator is 

responsible for all aspects of medical appointments for the individuals served in the 24-hour CILA 

program. 

 

DUTIES AND RESPONSIBILITIES: 

 

1. Gather all documents and other materials needed for each medical appointment. 

 

2. Transport consumers to and from appointments. Distance travel may be required.  

(Champaign, Indianapolis, Springfield, for example.)  

 

3. Enter completed appointments into the individual’s electronic health record. 

 

4. Maintain book of release copies, consumer face sheets and medical card copies and keep it 

current.  

 

5. Copy completed appointment sheets and give to the Nursing Office Manager.  Ensure the 

Nursing Office Manager and Nurses are aware of any medication orders or changes. 

 

6. Ensure any medication ordered for the consumer gets to the 24-hour CILA. 

 

7. When no appointments have been scheduled, may be called upon to work scheduled shifts in 

the residential homes or other CCAR programs; including temporary coverage during office 

hours or snow days. 

 

8. Be familiar with all individuals served in the 24-hour CILA homes.  Work with QIDPs, 

House Managers, and Nurses to be knowledgeable regarding any medical/dental/vision 

problems of individuals served. 

 

9. Work a flexible schedule according to when appointments are scheduled. 

 

10. Has completed DHS mandated DSP training and maintains current certification in CPI, CPR, 

and First Aid. 



 

 

11. Communicate and advocate for individuals served while on appointments, as needed, and 

work with medical offices to ensure the consumer’s needs are met. 

 

12. Develop and maintain a positive rapport with various medical professions that serve the 

individuals served by the 24-hour CILA program. 

 

12. Must be familiar with Google email, Google calendar, and any other technology needed to 

do the job. 

 

13.  Assist as needed with in-house monthly lab work, podiatry appointments, and psychiatric 

appointments as needed.  This may include facilitating transportation of lab specimens to the 

local hospital’s laboratory.   

 

14. When scheduling conflicts arise, work with Residential DSPs to locate a staff member to run 

the concurrent appointment or those that the Appointment Coordinator may not be able to 

run. 

 

15. During downtime, assist the Residential Office Manager with filing and inactive filing. 

 

16.       Perform other duties as assigned. 

 

WORK BEHAVIOR RESPONSIBILITIES: 

 

1. Present a positive image of CCAR Industries at all times. 

 

2. Demonstrate teamwork philosophy by working cooperatively with others within and 

outside of the department and outside of the agency, such as medical offices. 

 

3. Communicate in a clear and concise manner, while also demonstrating receptivity 

through active listening. 

 

4. Continuously seek opportunities for improvement and suggests way in which 

procedures/systems may be modified to accomplish tasks/goals efficiently and 

effectively. 

 

5. Identify and perform work, which has not been specifically assigned, as needed. 

 

6. Keep a current Illinois Driver's License and have the ability to safely operate agency 

vehicles. 

 

ESSENTIAL PHYSICAL REQUIREMENTS: 

 

1. Ability to sit for extended periods of time. 

2. Ability to stand on his or her feet for continuous periods of time. 

3. Capable of walking considerable distances when necessary. 



 

4. Capable of raising or lowering objects from one level to another up to 20 lbs. 

5. Capable of exerting force up to 50 lbs. by pushing or pulling when necessary. 

6. Ability to pick up object with fingers regularly. 

7. Ability to carry objects in his or her arms or on the shoulder(s) up to 5 lbs. 

8. Ability to bend forward by bending at the waist, legs or spine. 

9. Ability to have color determination. 

10. Vision at 20 feet or more, with or without corrective lenses. 

11. Ability to communicate ideas by the spoken word. 

12. Ability to comprehend the language or the nature of sounds in the air. 

13. Ability to distinguish odors for safety purposes. 

14. Ability to operate vehicle for business destinations. 

 

ESSENTIAL MENTAL REQUIREMENTS: 

 

1. Ability to learn and comprehend basic instructions to the job. 

2. Ability to coordinate eyes, hands, and fingers rapidly and accurately. 

3. Ability to coordinate eyes, hands, and feet in response to visual stimuli. 

4. Ability to understand the meanings of words and respond effectively. 

5. Ability to perform basic arithmetic accurately and quickly. 

 

WORKPLACE ENVIRONMENTAL CONDITIONS: 

 

Employee may be exposed to workplace hazards on occasion due to behavior intervention.  

Employee may be exposed to viruses and contagious conditions on occasion therefore need to use 

universal precautions. Employee may be subjected to seasonal temperatures, which may result in 

body discomfort. Employee could be exposed to the hazards and potential injuries of the road. 

 

QUALIFICATIONS: 

 

Minimum of high school diploma preferred or GED Certificate or demonstrate competency at that 

level on a standardized test.  Prefer experience working with a developmentally disabled population, 

preferably CCAR CILA consumers, a basic understanding of medical terminology, and a valid 

Illinois driver's license. 

 

IMMEDIATE SUPERVISOR: Director of Residential Services 

 

EMPLOYEE ACKNOWLEDGEMENT: 

 

 I have read and/or received a copy of my job description and understand the principle duties 

and responsibilities, physical requirements and working conditions of the job. 

 

 

 

_______________________________________________       ____________ 

Employee Signature                                            Date 
 



 

 

Revised:  03/25/2022 


