Job Description

(Name) County Health Department
Receptionist


Reports To:
(___________)
Department:
(_____________)

(Full Time/Part Time/Exempt/Temp)
Major Responsibilities

This position is responsible for greeting visitors and patients; determining the reason for the visit; securing patient information and signatures on required documents; and establishing methods of payment for services. This person also asks, receives, and accounts for payments, handles incoming calls, and performs other office duties as directed.
Scope and Impact
The Receptionist contributes to the first impression visitors and patients have of the LHD. By properly handling the registration procedure, this person sets the stage for a smoothly executed patient experience. Information gathered during intake satisfies certain regulatory and legal requirements and contributes to the efficient scheduling of appointments with medical staff. In the course of business, this person interacts directly with patients, visitors, management, and medical staff. The position also has a contributory effect on meeting budget goals, which can impact both delivery of essential healthcare services and achieving the LHD's mission.
Primary Job Functions (±90%) - If needed, additional functions and responsibilities may be required.

•
Schedules patient appointments.

•
Greets visitors and patients in a friendly, competent, professional, and informed manner.

•
Determines reason for the visit, gathers patient information, and secures signed documents.

•
Eases any concerns or distress patients may exhibit during the intake process.

•
Responds to questions with timely, accurate, and complete information.

•
Determines the patient's method of payment and secures insurance information, as needed.

•
Asks, receives, and accounts for payments.

•
Applies the LHD's Hardship Policy, as appropriate.

•
Answers and redirects incoming calls, as appropriate.

•
Complies with HIPAA and other regulations and requirements.
Special Requirements, Skills, Abilities and Qualities

•
Requires a self-starter with the ability to work both independently and as a team member.

•
Individual will be good-natured with a positive attitude and a smile; able to perform under pressure.

•
Ability to interact effectively and in a supportive manner with patients is essential.

•
Individual will find helping people who need the LHD's services rewarding and fulfilling.

•
Individual must be courteous and respectful, regardless of client’s race, religion, family and/or economic situation.

•
Effective oral and written communication skills, including phone skills and etiquette are required.

•
Attention to detail and adherence to established policies and procedures required.

•
Individual will be a problem-solver, with the ability to organize and prioritize responsibilities.

•
Must be flexible, able to embrace and implement change, and willing to request payment for services.

•
Knowledge of medical terminology a plus; bilingual language skills a plus..

•
Minimum of high school diploma or equivalent.

•
Candidate must understand and perform basic math functions without using a calculator.

•
Touch typing/keyboarding and touch10-key required, both with speed and accuracy.

•
Working knowledge of Windows personal computer, Microsoft Word, and Excel required.

•
Prior reception experience a plus, especially in a healthcare setting.
Please note that a financial and legal background check may be required.

Oregon Immunization Program
Billable Vaccines Project

