
THREE OAKS HEALTH MEDICAL RECEPTIONIST 

 

 

MEDICAL RECEPTIONIST 
PLEASE NOTE: This document is Company Confidential 

 
RESPONSIBILITY LEVEL: 

The Three Oak Health Medical Receptionist serves as a patient advocate by greeting and assisting them as 

necessary; scheduling appointments; maintaining records and accounts.  Put the patient first and strive to 

lead the change in healthcare by providing the care we all want.  

 
PRINCIPAL DUTIES: 

1. Establish rapport and relationships with patients and their families.  Including greeting patients 
and visitors, in person or on the telephone; answering or referring inquiries. 

2. Assist clinic providers in establish a welcoming and inviting clinical culture.  Optimizes patients' 
satisfaction, provider time, and treatment room utilization by scheduling appointments in person 
or by telephone. 

3. Keeps patient appointments on schedule by notifying provider of patient's arrival; reviewing 
service delivery compared to schedule; reminding provider of service delays. 

4. Comforts patients by anticipating patients' anxieties; answering patients' questions; maintaining 
the reception area.  Provide a clinical experience exceeding each patient’s expectations.  

5. Ensures availability of treatment information by filing and retrieving patient records. 
6. Maintains patient accounts by obtaining, recording, and updating personal and financial 

information. 
7. Obtains revenue by recording and updating financial information; recording and collecting patient 

charges; controlling credit extended to patients; filing, collecting, and expediting third-party 
claims. 

8. Maintains business office inventory and equipment by checking stock to determine inventory 
level; anticipating needed supplies; placing and expediting orders for supplies; verifying receipt 
of supplies; scheduling equipment service and repairs. 

9. Helps patients in distress by responding to emergencies. 
10. Protects patients' rights by maintaining confidentiality of personal and financial information. 
11. Maintains operations by following policies and procedures; reporting needed changes. 
12. Contributes to team effort by accomplishing related results as needed. 

 
REQUIREMENTS: 

 High school diploma/GED required (Associate degree preferred) 

 1+ years’ experience in medical assisting or Certified Nursing Assistant (CNA) administration 

 Familiarity with List type of EHR a plus 

 Ability to handle a fast-paced environment and prioritize tasks based on importance 

 Excellent communication and problem solving skills 

 Familiarity with Microsoft Office, Microsoft Excel and desktop publishing software 
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CORE COMPETENCIES: 

Multi-tasking 

Flexibility 

Telephone Skills 

Customer Service 

Time Management 

Organization 

Attention to Detail 

Scheduling 

Word Processing  

Professionalism 

Quality Focus 

 
PHYSICAL/SENSORY DEMANDS: 

 Able to lift 25 pounds and move about the work environment.  


