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Receptionist Job Description

I. GENERAL INFORMATION

1.
2.

Official Title: Receptionist
Direct Supervisor: Receptionist Supervisor

II. JOB OVERVIEW

The receptionist will be the first point of contact for Sterling Medical so they will need to make a
good first impression. Sterling Medical wants someone on the front lines who has a professional
appearance and attitude. Our receptionist duties include offering administrative support across
the organization. They will welcome guests and greet people who visit the clinic. They will also
coordinate front-desk activities, including verifying patients as well as collecting insurance
information.

To be successful as a receptionist, they should also be able to deal with emergencies in a timely
and effective manner, while streamlining office operations. Multitasking and stress management
skills are essential for this position.

III. PRIMARY DUTIES

1.

Receiving visitors at the front desk by greeting, welcoming, directing and announcing them
appropriately. Educate and assist patients on signing into Clockwise MD. Educate and
provide information to the patient regarding the patient portal.

Answer, screen and forward incoming phone calls in a professional and courteous manner.
Provide basic and accurate information in-person and via phone/email. Very knowledgeable
on HIPAA regulations and maintains confidentiality. Maintains annual and additional
training on HIPAA regulations and compliance.

Prepares an order for the front office supplies and keeps inventory of stock. Works closely
with the manager to determine appropriate levels of supplies. Turns in the order for manager
to place.

Perform other clerical receptionist duties such as scanning, filing, photocopying, transcribing
and faxing. This is maintained throughout the day, and all completed before leaving the shift.
Have patients fill out information sheets such as patient demographics, workers comp, drug
screen, occupational med or Epworth sleep scale forms. Accurately enters patients, their
demographics and their insurance into the EMR system. Verifying all demographic
information and insurance information with each visit. Utilize the EMR system to verify real
time insurance information.
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7.

10.

11.

12.

13.

Collecting payments and posting them to the correct accounts. This includes collecting co-
pays prior to the patient being seen and collecting balances for services and/or supplies
before the patient leaves. Maintains an accurate funds log for all money received and posted
by the receptionist for the day. Count the cash drawer at the beginning and end of each shift
and initial that this procedure was done. Maintain an accurate funds log of the money in the
cash drawer. Have a clear understanding of the payment process within the EMR to include
“save/finalize”, running a credit card, and issuing credit back to a credit card. Writes a hand
receipt for all CASH received.

Call other medical facilities, companies, insurances, etc. for additional information needed to
treat the patient. Ensures appropriate release of information or occupational medicine release
forms have been filled out by the patient.

Educate patients on membership plans. If a patient would like to sign up as a member, help
facilitate that process though our website portal. Answer all questions regarding the
membership that the patient may have. Instruct the patient to review the membership rules
and point out that it is a 12-month contract for consumers (white cards).

Make copies of sports physical papers, workers comp restriction/release forms, other
important documents for patients, referring providers and/or employers. Manages all record
requests by securing a release, gathering the requested information, securing payment if it is
someone other than the patient or referred provider, and mailing or faxing to the appropriate
requestor. Understands medical record requests process and how it corresponds to HIPAA.
Reports to work on time and unlocks the front door and opens the clinic. Maintains the
cleanliness of the reception room throughout the shift. Makes sure the reception bathroom is
clean and in working order.

Makes sure that all forms used for gathering patient data, patient information, and patient
handouts on policies or procedures are up to date and accurate. Maintains a file for these
forms that can be readily handed out if requested by the patient. These files referred to on our
demographic sheet include our Arbitration Policy, Financial Policy, HIPAA form, Outside
Service Agreement and Membership Cost Breakdown.

Understands the process of checking in a patient who has a membership. Fully understands
how to find the patient within the HINT platform prior to checking the patient in. Has the
“membership cost breakdown” policy readily available for any questions the patient may
have regarding their personal responsibility for the costs incurred for the visit. Understands
the procedure if the patient is not on the HINT platform but insists, they are a member.
Collects all membership discounted fee prior to the patient being seen for a white card
member and collects the discounted fee that is due for services and/or supplies prior to the
patient leaving.
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14. Understands the Sterling Medical model and can answer questions in an accurate way.

15.

Politely and professionally will refer questions that they do not know on to management.
Will maintain education requirement with the EMR system by completing the FRONT
DESK STAFF TRAINING. A validation form will be downloaded, the training video
watched, the supplemental materials done along with the deep dive topics. This will be done
every 6 months and the validation form will be sent to human resources to be stored in the
employee file.

MINOR DUTIES AND RESPONSIBILITIES

N A WD =

10.
11.
12.
13.

14.

Meets dress code standards; appearance is neat and clean.

Completes annual educational requirements.

Maintains regulatory compliance.

Always maintain patient confidentiality.

Reports to work on time and as scheduled.

Attends annual review and performs in-services regarding compliance issues.

Works at maintaining a good rapport and cooperative working relationship with physicians,
departments, staff and Governing Body.

Represents the organization in a positive and professional manner.

Ensures compliance with policies and procedures regarding department operations, privacy,
fire safety, emergency management and infection prevention and control.

Complies with all organizational policies regarding ethical business practices.
Communicates the mission, ethics and goals of the facility.

Wears identification while on duty; uses computerized timeclock correctly.

Attends a minimum of 10 staff meetings annually; reads and returns all staff meeting
minutes.

Communicates the mission, ethics and goals of the facility, as well as the focus statement of
the department.

QUALIFICATIONS

1.

Education:
a. Proven work experience as a Receptionist, Front Office Representative or similar
role.
b. Proficiency in Microsoft Office Suite.

e

Hands-on experience with office equipment (e.g., fax machines and printers)
d. Solid written and verbal communication skills.
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e. Ability to be resourceful and proactive when issues arise.

f. Excellent organizational skills.

g. Multitasking and time management skills, with the ability to prioritize tasks.
2. Experience:

a. Able to communicate effectively in English, both verbally and in writing.

b. Excellent customer service skills.

c. Additional languages preferred.

a. Excellent computer knowledge and skills in working with spreadsheets, QuickBooks,
data entry, internet/intranet, etc.

b. Ability to use all office equipment.

c. Able to type 60-70 words per minute, accurately.

VI. PHYSICAL REQUIREMENTS

1. Ability to work at a computer desk for a majority of the shift including the ability to use a
keyboard and mouse for the required scheduled hours unless documentation of a medical
disability has been provided.

2. Ability to withstand hours of screentime.

The ability to sit or stand for extended periods of time.

4. The ability to lift and move boxes weighing up to 25 pounds.

(98]

VII. KEY COMPETENCIES

Strong data entry skills.

Excellent verbal and written communication skills.

Advanced organizational skills.

Attention to detail to ensure accuracy.

Familiarity with medical terminology.

Basic computer skills to scan, organize and access electronic health records.
Good time management skills.

Excellent problem-solving skills.

N e
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By signing below, I acknowledge that the job description has been presented to me and that I have had
the opportunity to ask any questions for clarification. I understand that the responsibilities and duties of
the position may be subject to change at the discretion of the company.

Employee Signature: Date:
Supervisor Signature: Date:
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