
WEST GEORGIA EYE CARE CENTER 
POSITION ANNOUNCEMENT 

SUMMARY  
POSITION MAY ROTATE BETWEEN THE FRONT DESK, BACK DESK, AND CALL CENTER. 
Greet and acknowledge patients upon arrival to facility.  Check the patient into the 
Practice Management System.  Collect information necessary to establish/update 
patient records with demographic and insurance information.  Check out patients by 
collecting co-pays and other fees in accordance with super-bill and directives of 
physicians.  Schedule follow-up appointments and/or special testing as ordered by 
physicians. Make appointments in accordance with each physician’s template and 
ensure appointments are scheduled in an efficient manner so the patient will have a 
positive experience. 

ESSENTIAL FUNCTIONS 
1. Data Entry and Chart Administration 

1. Greet patients and visitors in a friendly, prompt, and helpful manner as they 
enter the facility. 

2. Check in patients, verify patient ID, update demographic information in 
practice management system to include address, phone number, cell 
number, and email address as needed.  

3. Obtain patient’s photograph for medical records 
4. Scan patient ID and insurance cards into the practice management system 
5. Verify insurance coverage and enter information in patient management 

system 
6. Promptly answer incoming phone calls. 
7. Acknowledge patient’s arrival in practice management system to inform 

clinical staff of patient’s arrival.   
8. Prepare correspondence, as necessary, to remind patients of their 

appointments/missed appointments. 
9. After the patient’s visit - greet patients at the back reception desk.  Review 

financial records to determine patient’s financial responsibility. Collect co-
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pay and any other amount due at time of check out.  Make follow up 
appointment as noted on superbill.  Acknowledge patient has checked out in 
the practice management system. 

10.Responsible for referrals from other physician practices.  Call patients to 
schedule appointments.      

11.Maintain and ensure cleanliness of patient waiting areas and assigned work 
area.   

12.Responsible for administrative duties including, but not limited to, 
managing cash and completing end of day balancing and reports.   

13.Perform additional duties as requested   

   
2. Telephone and Greeting 

1. Answer telephone calls promptly (two rings) 
2. Address the concern of the patient who is calling 
3. Schedule, cancel or change appointments as needed 
4. Direct all calls to appropriate personnel 
5. Identify emergency calls and schedule or direct appropriately 
6. Clear all voicemail messages as soon as possible 

3. Consistent Patient Follow-Up 
1. Contact patients as necessary to schedule appointments and testing. 
2. Send and receive faxes, call referring offices, help patients with phone calls  

4. Financial Responsibilities 
1. Obtain proper insurance information. Provide fee schedules and insurance 

information to patients 
2. Collect co-pays, deductibles, and monies owed 
3. Balance cash drawer at close of business each day 
4. Report any overage/shortage to the Front Office Supervisor or Operations 

Manager 
5. Maintain patient confidentiality 

SUPERVISORY RESPONSIBILITY  
This position has no supervisory responsibilities. 

WORK ENVIRONMENT 
This position operates in a health care office environment. This role routinely uses 
standard office equipment such as computers, phones, photocopiers, fax machines, 
and filing cabinets. 
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PHYSICAL DEMANDS  
This is an active role in a busy office. The ability to transition to and from sitting at a 
desk and moving throughout the office frequently throughout the day is required. 

* The American with Disabilities Act requires that reasonable accommodations be 
made for qualified individuals to help perform the essential functions of the position. 
Please let us know at the time you apply for a position if you need any special 
accommodations. 

EDUCATION, EXPERIENCE AND SKILLS 
1. High school diploma or equivalent, required 
2. Minimum one (1) year of medical office (i.e. patient check-in/check-out, insurance 

verification, taking payments, etc.). 
3. Ability to work weekdays and/or weekends, as assigned 
4. Ability to work overtime, as needed 
5. Strong customer service and problem-solving skills. 
6. Basic computer skills 
7. Detail oriented with excellent interpersonal communication skills 
8. Ability to work as a team member.  
9. Manage multiple tasks simultaneously.  
10.Highly motivated and organized.  
11.Empathetic to patients’ needs and concerns.  
12.Excel under pressure. 

OTHER DUTIES 
The above statements describe the general nature and level of work being performed 
by individuals assigned to this classification. This is not intended to be an exhaustive 
list of all responsibilities and duties required of personnel so classified. Duties, 
responsibilities, and activities may change at any time with, or without, notice. 
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