Front Office
Summary of Position:  Responsible for greeting patients and parents, 6 mo recall scheduling, recall cards, telephones, and front desk patient/paper flow, filing, check-out, doctor referral letters. 

Responsibilities:

· Open front area, check rest room for TP, make sure it’s clean, turn on games and TV, adjust heat to 68 - 70 or air 73,  turn on computers in front and consult rooms 
· Check voicemail messages. Message: Thank you for calling ???, we are on the phone helping another parent, please leave a brief message including your name, pt’s name and your phone number.  We will return the call as soon as possible.  Give days, and hours we are open, note lunch: from time to time.
· Chart info and schedule for review during morning meeting; your schedule should have notes, amounts for A/R or co pay.  
· Check out recall, ortho and operative patients parent as needed. If a recall had films pull them up so the Doctor can review with parent, search for sibs/patient appointments scheduled. Collect from parents owing a balance or that have co-pay.
· Verify appointments are scheduled correctly 
· Order sheet for supplies, keep stock on recall postcards, appointment and Doctors cards.     
· During the day, as needed - Check voice mail and return calls from messages or give to correct person to return call.
· Email/Call processed pre-estimates to get any patients not scheduled booked.
· Answer telephone, direct calls, (billing, insurance, account questions to Financial coordinator/office manager, New Pts go to NP scheduler.  Pt questions – if asst is available give name and question to them and have them take call otherwise take message and give to asst) take messages and answer inquiries.
· If a patient no shows, BA’s or CA’s make notes in RED in chart 
· Stay on top of schedule, call patients if late (yes, even 1 minute late (use script) and alert back staff and doctor to any schedule changes (Pt to arrive in 5 minutes, if more than 10 mins late check with Doctor to see if still able to be seen).
· Greet patients, alert back to patients arrival, and make them feel welcome in our office, Ask parent about needed xrays and any medical history changes – note in chart. ALL patients must go back at given appointment time. Collect info (ins card copy, make sure that info placed on sign in sheet is correct in the computer, get Health history update (MUST BE FILLED OUT – writing SAME will not work) 
· Keep reception area tidy as well as patient restroom during the day, clean up front, waiting room, rest room and pull trash at end of the day, complete chores assigned.
· Encourage practice growth through positive communications with patients, doctors and community
· Be an active participant at staff meetings
· Check out, scheduling, treatment plans, calling outstanding treatment patients.
· Chart any and all inter-actions with parents, phone calls, CA/BA’s, messages left in the patients chart. (Trauma, tooth aches, phone calls, discussions, messages 
· End of day paperwork, target board and duties
· Perform additional responsibilities as assigned
· Personal business, calls and cell phone use is not acceptable on             company time. Emergencies are the exception. 
· Arrive to work on time. 

· Lunch-time will rotate so the phones and office is available for parent’s convenience.   

Skill/Abilities:

Interpersonal:  This position will require someone who has good interpersonal skills to maintain rapport with patients, doctors, and staff.

Technical:  Will require multi-tasking capabilities, excellent communication skills, and an ability to remain calm in somewhat stressful situations.

Verbal:  Effective verbal skills to communicate both in person and on telephone with patients and parents.  Must have friendly, energetic personality.

Problem Solving Skills:  Must be capable of effective scheduling utilizing gentle persuasion while at the same time presenting a desire to accommodate.
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