Texas Spine & Neurosurgery

	Job Title: Front Office Receptionist
	Reports to: Office Manager

	Revision Date: May 27, 2010
	FLSA: Non-Exempt


Position Overview:

The Front Office Receptionist is responsible for helping to ensure a pleasant, productive and confidential patient experience.  This person fulfills the job functions listed below and is available to help the doctor, nurse and other staff as needed.
Essential Job Functions

Answers phones in a friendly, professional manner.

Checks and handles voice mail as per office policy, turning on at the end of each day.

Checks mail first thing in the morning and sends out mail last thing in the evening.

Obtains, documents and files clinical notes and other information from referring physicians.

Contacts new patients to verify and document demographic and insurance information.

Verifies and documents patient insurance benefits, eligibility, and pre-certification.

Prepares new patient files.

Files chart information as obtained.

Checks in x-rays.

Checks patients in and out.
Obtains payment from patients.

Facilitates patient medical records requests, keeping log of said requests.
Pulls charts, completes affidavits/subpoenas and oversees medical records company operations, ensuring prompt, accurate and confidential procedures.
Maintains supplies and keeps the office tidy.

Performs other duties as required by the company.

Requirements

· High school diploma required; Associates Degree preferred.

Minimum 1-2 years experience working in a medical office.
Computer literate, including but not limited to familiarity with MS Windows, MS Excel, MS Word and MS PowerPoint.
Bilingual in English and Spanish not required, but is a plus.
Medical Assistant certification not required, but is a plus.
Other Skills/Abilities

Adheres to office policies and procedures.

Maintains a positive and respectful attitude.

Communicates regularly with supervisor about office issues.

Is available to work outside of normal business hours on an as needed basis.

Excellent organizational skills.

Has a good attendance record, is punctual and prepared to perform duties upon arrival.

Performs work in an honest, ethical and safe manner.

Maintains confidentiality in compliance with HIPPA requirements.

Exercises good judgment in sensitive or stressful situations.

Has a proven and demonstrable dedication to work product quality and patient service.

NOTE:  This job description is not intended to be all-inclusive. Employee may perform other related duties as needed to meet the ongoing needs of the company and its’ patients.

