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RECEPTIONIST
The Receptionist is expected to greet and assist patients and clients in moving through scheduled and unscheduled appointments, answering phones, scheduling, rescheduling and canceling appointments, and perform various front desk and administrative duties. The Receptionist assists with patient flow, comfort and the care of our space.

POSITION TYPE:  Part-time Receptionist up to 22 hours, pay range $20-22/hour

REPORTS TO:	Nurse Manager/Executive Director


POSITION RESPONSIBILITIES:
[bookmark: _Hlk179291339]Job responsibilities are executed, with utmost professionalism, in support of Crystal Women’s Clinic (CWC’s) pro-life mission and vision, and its Christian Statement of Faith and core operational values.

Receptionist: Scheduling and Appointments
Schedules, reschedules, cancels appointments in accordance with policies and procedures to optimize patient satisfaction and the Clinic’s operation time and most effective utilization of exam and counseling rooms. 
Confirms appointments by scheduling appointment confirmation texts or calls when unable to text.
Facilitates the patient check in and intake process, scans client ID and generates file in eKyros. Notifies Advocate and Medical services when patient is ready. 
Assists with the general flow of appointments and those waiting in reception area.
Helps to ensure the comfort and care of our patients, clients and guests. 
Endeavors to keep patients on schedule by reminding medical staff and patient advocates of service delays. 
[bookmark: _Hlk179291389]Communicates with shift leader, the Nurse Manager, about any changes or conflicts in the schedule.
Collects patient surveys and makes a copy for monthly file and original goes to patient advocate.

Phones
[bookmark: _Hlk179291450]Answers clinic office line and directs patient, donor, and business calls as necessary. 
Answers scheduling line as needed after 4pm or when scheduler is not working.
Answers inquiries of a non-medical nature and transfers calls, when necessary, to patient advocates, medical or administrative staff members. 
Receives and transfers calls from women who may be in crisis situations to the scheduler or appropriate staff. 
May conduct monthly patient follow up phone calls as needed or directed by Nurse Manager.

Administrative
[bookmark: _Hlk179291962]Assists with the opening and closing of the Clinic and at times may stay late to assist in serving a patient and guests.
Helps to maintain filing systems. Retrieves and replaces patient files from cabinets for use by patient advocates and nurses. 
Scan audited files to digital eKyros file when patient no longer active.
Documents notable interactions with patients or their guests in patient’s ekyros file under correspondence. 
Assist the medical team with incoming faxes for medical reports and respond with direction from the Nurse Manager. Documents in patient file and fax log any reports sent on behalf of the patient.
Brings incoming and outgoing mail and deliveries over to Administrative Assistant or Executive Director
Helps maintain tidy reception and waiting areas, keeping patient waters stocked. 
With the assistance of the Nurse Manager, assists ill or distraught patients as necessary. 
Receive material aid donations and handle paperwork as needed.
Puts together and distribute paperwork and patient packets
Communicate shortages of office supplies for ordering to the Office Manager.
[bookmark: _Hlk53571882]
Meetings
Attend and share in leading morning prayer at 9:00am for prayer and devotional in admin conference room.
Attend monthly staff meetings and other meetings as required by Directors and Nurse Manager.

Physical Demands
Ability to frequently use a computer and telephone
Ability to physically navigate both in and out of the office, and carry boxes
[bookmark: _Hlk179292060]Ability to drive and pick up office items as needed

Special Events
Participate in events to recruit and support volunteers as requested by the Executive Director.
Participate and Attend all CWC fundraising events as required.

Self-Development or Continuing Education  
Participate in appropriate workshops and training sessions to grow development of knowledge and skills.

[bookmark: _Hlk179292101]
POSITION QUALIFICATIONS

Faith
Demonstrate faith in Jesus Christ and can competently share the gospel
Exhibits strong dedication and commitment to the sanctity of all human life.
Regularly attends a Christian church
Agrees with and abides by our statement of faith, mission statement and code of Christian conduct.


Communications
Excellent communication and organizational skills.
Excellent interpersonal skills and ability to assist client/patients in accordance with policies.
Comfortable speaking politely and clearly on the phone with staff members and donors.
Related phone experience, front desk and/or customer service experience.

Administration and Technology
Proficient in Microsoft Office Suite.
Demonstrate strong clerical, secretarial, and administrative skills.
Ability to type quickly and accurately.
Ability to learn a complex online patient management and appointment scheduling system.
Detail oriented and able to navigate many complex procedures with ease.

Education
Bachelor’s degree in business, Communications, related field, or equivalent experience.

Character
Skilled in multitasking, problem solving, and making quick and difficult decisions.
Consistently maintains a positive and cheerful attitude. 
Self-motivated and able to work independently with a strong sense of responsibility and integrity in their work ethic.
Must respect the confidentiality of patients, donors, and other sensitive information.
Able to handle stress well and to confront a variety of daily challenges, stressful and complicated situations with ease.
Must agree to our Code of Conduct and Commitment to Unity, Commitment of Care, and Statement of Faith.
Highly organized and skilled in multitasking, problem solving, and innovative ideas.


Annual Review 		
Receives an annual evaluation by Nurse Manager and Executive Director. 
The Executive Director reserves the right to make changes to this job description when deemed necessary. 
I acknowledge that I have received a copy of this job description.

___________________________________                       ___________________________________________
Name (printed)						Signature				Date

			  			
___________________________________________________  		   		______________
Supervisor’s Signature and Title								Date
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