January 26, 2012


POSITION ANNOUNCEMENT
Title:  Receptionist
Department:
Administrative Support Services

Classification: 
Administrative Support
Reports To:
Administrative Support Services Supervisor

Minimum Hourly Rate:  $9.22_________________________________________________________
POSITION PURPOSE AND OBJECTIVES: 
The primary responsibility of the receptionist is to provide full support for all receptionist/scheduling functions at The Nord Center and off site-locations (daily appointments, client transportation, report generation within scope of job parameters), to include but not be limited to greeting and assisting clients and visitors, providing clerical assistance, and data entry.  This position functions independently with minimal supervision, therefore the employee is expected to be an independent thinker, have the ability to use good judgment and be self-motivated to provide support at the level required.
ESSENTIAL JOB FUNCTIONS:
· Provides check-in registration services using an automated scheduling/registration system.

· Greets, checks-in and monitors waiting room; directs clients, vendors and visitors to appropriate destination. 

· Schedules clinical appointments and client transportation using automated system including printing of schedules and preparation of scheduling reports. 
· Operates switchboard to relay incoming and interoffice calls, accurately records and distributes messages and supplies information to callers when necessary.
· Utilizes central paging system and operates TTY machine for hearing impaired callers. 
· Accepts pharmacy payments.

· Places appointment reminder calls to clients.
· Accurately adheres to procedures relating to opening and closing the office.
· Provides translation services to staff and clients as requested if bilingual.
· Collects payments, accurately receipting and recording the transaction in the daily cash receipts journal. 
· Distributes stamps, paychecks and expense checks to employees as appropriate.
· Responsible for monitoring waiting room and keeping it neat and orderly.
· Provides mail distribution incoming/outgoing.
· Provides clerical backup as needed.
· Distributes surveys/informational materials.
· Photocopies/scans as needed.
· Must be able to react to change and stress productively and to handle other related tasks as assigned.

· Must be able to maintain regular and predictable attendance and punctuality.

· Must be able to get along with others and work as a team.

· Must exhibit the knowledge, skills, abilities, and minimum requirements listed. 
· Performs other related duties as assigned. 

WORKING CONDITIONS: 
Almost all time is spent in an office environment.  The employee will be required to sit for extended periods and will spend a large portion of their time on the telephone.  Must be able to bend, stoop, walk, and lift and push minimal loads at various times.  A considerable amount of time will also be spent working on a computer so the employee should have close vision ability. Due to large amount of face to face client contact, the employee must have excellent language and speaking skills. 
KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED: 
In order to perform the essential functions of this job, after an orientation period, the employee must possess the following:  a working knowledge of Nord Center Policy and Procedures, including sensitivity and adherence to clients’ rights, confidentiality, and health and safety issues. The employee must be comfortable and adept with a computer, a mouse, and preferably latest version of Windows in order to perform client check-in and scheduling procedures.  The employee must have knowledge of proper phone etiquette in order to adequately serve callers.  Must be able to handle difficult customers, using conflict resolution techniques.  Must exhibit sensitivity to different cultures.  
MINIMUM REQUIREMENTS: 
High school graduate or equivalent. Minimum typing of 35 wpm. Must have one year of receptionist and/or switchboard experience or training in a health care setting, or three years of general receptionist/clerical experience.  Must have strong customer service orientation and experience in order to provide quality, competent assistance to staff, clients, and visitors.  Must have the ability to maintain a pleasant and courteous disposition consistently to support the concept of excellent customer service.  Must have the ability to apply common sense understanding and to carry out written and oral instructions using good judgment in order to work under minimal supervision.  Must have manual dexterity and the ability to communicate orally in person and through operation of a PBX console.  Must have knowledge of proper phone etiquette and be able to handle difficult customers.  Some computer experience, preferably in the latest version of Windows, is strongly preferred. Favorable references and/or evaluations are required. 
OTHER: 
Part-time position-24 hours per week.  Hours for this position are Tuesdays, Wednesdays, and Thursdays 11:30 am-8:00 pm.  Bilingual (English/Spanish speaking) a plus.
Please apply by 4:30 p.m., Thursday February 2, 2012 to:

The Nord Center, Human Resources Department, 6140 S. Broadway, Lorain, OH 44053, or

Email: HR@NORDCENTER.ORG  EEO/AA
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