JOB DESCRIPTION

Front Office Receptionist
OVERVIEW:
The Front Office Receptionist will be a full-time employee.  The Receptionist should create a positive first and last impression of the Physician’s practice.  They are responsible for greeting, registering and checking-out all patients. The Receptionist will work closely with the Office Coordinator on other duties, including charge entry, surgery scheduling, pre-certifications with insurance companies, etc. This position reports to the Office Coordinator.  Duties shall include but are not limited to those responsibilities and activities set forth below.

RESPONSBILITIES:


1. Provide a warm and courteous reception to guests and patients.

2. Coordinate insurance and billing information.

3. Answer and handle all incoming calls in a timely and efficient manner.

4. Schedule patient appointments and outside procedures.

5. To collect patient co-pays and outstanding balances.

6. Work within the electronic health records to record patient demographics and insurance data
7. Prepare medical records to send to outside physicians

8. Informs patients of retail products available 

9. Adhere to policies and standards set forth by HIPAA and OSHA 

10. Other duties as assigned by Office Coordinator or Physician

EDUCATION AND EXPERIENCE:

A high school diploma or equivalent.  Experience with daily office operations, preferably in the medical field.  
KNOWLEDGE, SKILLS AND ABILITIES:

General knowledge in office equipment.  Computer skills.  Ability to do multiple tasks at the same time.  Ability to organize.  Ability to communicate effectively, verbally and in writing.  Ability to work in a fast paced environment.  Ability to establish and maintain good working relationships with coworkers and physicians.

