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Woodbine Medical is a professional, friendly environment with dedicated staff and doctors.  We are currently looking for a well-organized, reliable and knowledgeable Medical Receptionist to join our team. The ideal candidate for this position is comfortable answering phones and greeting patients as well as scheduling appointments, taking payments and assisting with administrative work. A successful candidate will be able to work well both independently and in a team environment and will enjoy being part of a company that offers a face paced, inclusive environment for you to develop and grow in.

Responsibilities:
· Answer phones and greet patients, families, and other visitors.
· Schedule appointments for doctors,
· Direct patients to exam rooms and assist with patient scheduling.
· Answer patients' questions about forms, payment and other office matters
· Keep track of patients' records in the office computer database.
· Transmit lab results to physicians' offices.
· Help ensure accurate record keeping.
· Help with office care and sanitization
Education:
· Minimum qualification is a high school diploma
· Post-secondary education in a related field is an asset
· Medical or dental terminology knowledge/certification is an asset
Experience:
· Experience in a medical or dental setting or fast paced office environment is preferred.

We thank all applicants for their interest; however only those selected for an interview will be contacted.

