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JOB TITLE:

Front Office Receptionist
REPORTS TO:
Practice Administrator
JOB LOCATION: 
Pinnacle Oncology Hematology a division of Arizona Center for Cancer Care
JOB SUMMARY:


The Receptionist will be responsible for all duties at the front desk including answering telephones, checking in guests and patients, collecting copayments and balances, updating patient paperwork and demographic information, routing faxes, sorting mail and deliveries, as well as other clerical duties assigned. 

RESPONSIBILITIES: 

· Receives and manages all inbound phone calls to company.
· Handles general administrative support of office including, but not limited to, mail, faxes, and correspondence.
· Greets and manages all outside contacts and patients.
· Enter patient data in PM program and EHR program.
· Collection of consultation and office visit charges, including processing of credit card transactions, checks and cash. 
· Works closely with patient scheduler and clinic staff for seamless management of patients. 
· Monitor incoming deliveries.
· Maintain and organizes front desk area and lobby.
· Preparation of daily paperwork for following clinic day.
· Other duties as assigned 
QUALIFICATIONS: 

· Previous reception and administrative experience mandatory
· Experience in a medical office environment (oncology a plus) 
· Multi-line phone experience and professional phone demeanor 
· Experience in dealing with patients and sensitive health issues 
· A friendly, outgoing manner with the ability to interact effectively at all levels and across diverse cultures. 
· Must be computer proficient.
· Some college course work desired but not required.
Non-Exempt Position: 

