
Employee Name(Print): __________________ 

Clinic Receptionist 

 

 Consolidated Tribal Health Project, Inc. 

POSITION DESCRIPTION 

 

POSITION:  Clinic Receptionist               DEPT:                 HIM 

REPORTS TO:  Health Records Supervisor   FSLA STATUS: Non-exempt 

SUPERVISES:  None 

 

**The main responsibility of this position is to serves as primary focal point to receive incoming telephone 

calls received at Consolidated Tribal Health Project, providing exceptional customer service to all callers. 

Handling multiple incoming calls. Coordinates and directs callers to appropriate department staff. Assists 

with appointment confirmation calls. Serves as a backup to the front office staff as directed. 

 

POSITION SUMMARY:  

The Consolidated Tribal Health Project Receptionist is responsible for scheduling and registration functions for 

patients in a culturally diverse population, including receiving visitors and patients, ascertaining their needs and 

directing them accordingly, and performing related clerical duties. Ensures all information is entered accurately into 

the Electronic Health Record; completes coding on Patient Care Forms (PCC Forms), collects sliding scale fees, as 

appropriate; provides telephone and receptionist back-up when needed.  

 

DUTIES AND RESPONSIBILITIES: 

1. Performs day-to-day administrative functions and general office duties including but not limited to word 

processing, copying, filing, faxing, answering phones and data entry. 

2. Provides information to Clinic callers according to the Clinic’s Policies and Procedures; transfers calls as 

needed; works with central reception to ensure adequate phone coverage at all times.  

3. Schedules patients based on predetermined appointment arrangements, ensuring appropriate times are 

scheduled for the patient’s needs for both Dental, Medical and Behavioral Health as requested.  

4. When scheduling appointment, carefully screens patients for new address, new patient visit or update 

registration and informs patient of adequate information that must be presented at time of visit.  

5. Adheres to all Clinic policies on safety and security; maintains restricted areas, safeguarding keyless entry 

codes.   

6. Maintains patient waiting areas, office files, and front-desk areas in a manner that is organized and neat. 

7. Collects patient co-payments and fees as appropriate. Informs patient of any existing balance noted in 

computer and request patient be prepared for any payment due at time of visit.  

8. Processes daily deposit summaries, as appropriate.  

9. Calls patients daily to confirm next day’s appointment.  

10. Collects relevant insurance information, completing data entry as appropriate.  

11. Exercises problem-solving and conflict resolution skills when handling patient complaints; refers patient 

complaints to appropriate designated personnel as needed.  

12. Coordinates with transportation and PRC departments as necessary. 

13. Obtains specific information to generate accurate financial and demographic record for patients to ensure 

maximum reimbursement. 

14. Provides excellent customer service from point of entry to destination in a timely, accurate, courteous and 

professional manner. 

15. Posts medical, clinical, and other pertinent information from Behavioral/ Dental/Medical reports to 

permanent record. Searches files to obtain report information. 

16. Reconciles daily patient register to PCC & fee slips in preparation for submission to billing. 

17. Willingly performs other duties as assigned.  

 

QUALIFICATIONS AND REQUIREMENTS: 



Clinic Receptionist Revised 12/2016 Board Approved 2/2017 

 

1. Graduation from High School or GED preferred. 

2. Receptionist or customer service experience with at least one year in a fast paced, clinic setting. 

3. Working knowledge of computers, experience with electronic scheduling systems and data entry.  

4. Excellent interpersonal, verbal and written communication/telephone skills.   

5. Demonstrates ability to work cooperatively with other department staff. 

6. Must be able to multi-task and handle various priorities in a flexible, rapidly changing environment. 

 

PHYSICAL DEMANDS: The physical demands described here are representative of those that must be met by 

an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be 

made to enable individuals with disabilities to perform the essential functions.  

While performing the duties of this Job, the employee is regularly required to use hands/finger, handle, or feel; 

reach with hands and arms and talk or hear.  The employee is frequently required to stand and/or smell.  

 

The employee is occasionally required to walk; sit and climb or balance. The employee must frequently lift 

and/or move up to 10 pounds and occasionally lift and/or move up to 25 pounds.  Specific vision abilities  

required by this job include close vision, peripheral vision and depth perception. 

 

WORK ENVIRONMENT: The work environment characteristics described here are representative of those an 

employee encounters while performing the essential functions of this job. Reasonable accommodations may be 

made to enable individuals with disabilities to perform the essential functions. Will be crossed trained in Front 

Desk Operations and Health Records. 

The noise level in the work environment is usually high. 

 

INDIAN PREFERENCE:  Preference in filling vacancies will be given to qualified Indian candidates, in 

accordance with the Indian Preference Act (Title 25, U.S. Code, Section 472 and 473).  In other than the above, 

CTHP is an equal opportunity, affirmative action employer, and does not discriminate in employment decisions 

based on race, color, religion, gender, national origin, age disability or sexual orientation. 
 

NOTICE OF DRUG-FREE WORKPLACE ACT REQUIREMENT: CTHP is required to implement the 

Drug-Free Workplace Act of 1988, 45 CFR Part 76, Subpart F. As such, it is unlawful for employees to 

manufacture, distribute, dispense, possess, or use a controlled substance on the job site. Employees who are  

reasonably suspected of violating this act may be subject to drug testing as a condition of employment.  

Employer required fitness examinations shall include drug testing as evidence of employee and employer 

compliance with the Drug-Free Workplace Act. 

 

HEALTH INSURANCE PORTABILITY AND ACCOUNTABILITY ACT (HIPAA) 

This act was enacted to deal with three main areas with regard to patient information. 

1. Security of health information; 

2. Standards of electronic transactions; and 

3. Privacy of ‘individually identifiable health information.’ 

 

I have read and understand all aspects of this job description.  

 

 

__________________________________________________________________________  

Employee Signature    Date 
 

  
 

 


