
 
 

Join a Thriving, Physician-Led GI Practice 

Are you an experienced scheduler looking for a rewarding opportunity in a growing, privately owned 

gastroenterology practice—not hospital-owned—where your organizational skills and patient-focused approach are 

truly valued? Our large, well-established GI practice operates multiple clinical offices, state-of-the-art endoscopy 

centers, and an in-house pathology lab throughout the Upstate, all dedicated to delivering the highest quality patient 

care. We offer a regular schedule ending at 5 pm Monday–Thursday and half days on Fridays, giving you more time 

each week to maintain a strong work-life balance. 

 

This role is ideal for a Recall Scheduler who is highly organized, detail-oriented, and comfortable managing patient 

follow-up and appointment scheduling in a fast-paced medical environment. The ideal candidate communicates 

effectively with patients and team members, works efficiently both independently and collaboratively, and is 

committed to providing excellent patient service. 

 

We are seeking a dedicated individual who will actively support our providers and align with our Mission, Vision, 

and Values, ensuring every patient receives compassionate, high-quality care. 

 

Our Comprehensive Benefits Package Includes: 

• Medical, Dental, Vision, Life, and Disability Insurance 

• HSA and FSA options 

• Competitive retirement plan with 401(k) and Roth options, 3% employer match, plus annual 

discretionary employer contributions 

• Generous PTO program:  

o 3 weeks your first year 

o 4 weeks after one year 

o 5 weeks after five years 

o 6 weeks after ten years 

• 8 paid holidays (no PTO usage required) 

• $250 annual uniform allowance 

If you are looking for a long-term career with a respected GI practice that values both excellence in patient care and 

employee well-being, we would love to meet you. 

 

 

Job Description  
 

Job Title: Recall Scheduler 

Department: Scheduling 

Reports To: Scheduling Manager 

FLSA Status: Non-exempt 

Updated on: March 24, 2026 

 

Job Summary 

Recall Scheduler plays a vital role in patient retention by managing the initial communication and follow-

up efforts for patients who are due for office visits, procedures, diagnostic studies, and labs. This person is 



responsible for scheduling appointments and communicating with other department team members when 

additional action or orders are needed.  

 

Essential Duties and Responsibilities 

Include the following: 

• Complete initial communication to patients regarding recall 

• Complete additional follow up efforts according to Recall Policy & Procedures 

• Confirm accuracy of recall date and type prior to taking any action  

• Schedule follow-up office visits  

• Order diagnostic studies according to policy and task to the appropriate scheduler for follow-up 

• Order and schedule procedures according to policy 

• Manage the recall queue by updating recall status, linking recalls to appointments, and updating 

recall dates 

• Review Open Access pre-qualifying questions and send the Health Access Questionnaire to 

appropriate procedure recall candidates 

• Review appropriate health and medical questions for non-colonoscopy procedures, place 

procedure orders, and task to the appropriate scheduler  

• Accurately enter and verify insurance eligibility  

• Perform other duties as assigned. 

 

Required Skills/Abilities 

• Strong multitasking and problem-solving abilities with a focus on excellent customer service. 

• Proficient in computer use; experience with EMR systems preferred and ability to learn medical 

software quickly. 

• Excellent verbal and written communication skills. 

• High level of accuracy and attention to detail. 

• Adaptable and flexible in a fast-paced environment to meet patient and operational needs. 

• Effective time management, prioritization, and organizational skills. 

• Ability to work independently while exercising sound judgment and decision-making. 

• Reliable and dependable with the ability to remain professional and tactful under stress. 

• Team-oriented with a willingness to support colleagues and contribute to overall workflow. 

 

Education and/or Experience 

• High school diploma or equivalent required. 

• Previous scheduling experience in a healthcare setting preferred. 

• Basic computer knowledge and proficiency required. 

• Knowledge of medical terminology and procedures preferred. 

• Understanding of proper telephone etiquette. 

 

Physical Requirements 

The physical requirements described here are representative of those that must be met by an employee to 

successfully perform the essential functions of this job. Reasonable accommodations may be made to 

enable individuals with disabilities to perform the essential functions. 

• Prolonged periods of sitting at a desk and working on a computer. 

• Required to sit and talk or hear.   



• The employee is frequently required to use hands to finger, handle or feel and reach with hands 

and arms.   

• Must be able to lift up to 15 pounds at a time. 

• Must be able to access and navigate each department, and practice and endoscopy center 

locations. 
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