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JOB DESCRIPTION:  MEDICAL OFFICE RECEPTIONIST 

 
General:  Full-time position (non-exempt) at forty (40) hours per week.  Compensation is based 
upon qualifications and previous experience.  Full benefits included. 
 
Reports to:  Practice Manager 
 
Defined: 

The Medical Office Receptionist will provide assistance to clients, doctors, and office employees; 
schedule appointments; greet and check in clients; answer telephones, maintain accounts and 
records, and other tasks as needed to maintain the smooth running of the healthcare environment.  
From the moment the client walks through our door or calls, they should feel welcome.  Whether in 
person or over the telephone, you are typically the first face or voice our clients will see or hear; 
delivery of quality client care is essential. 
 
Minimum Employment Qualifications:  The Medical Office Receptionist is required to fulfill a 
specific level of employment standards and qualifications: 

 High school graduate or equivalent and a minimum of one (1) year work experience in a 
medical office setting or equivalent with client interaction. 

 Professional demeanor with strong customer service and interpersonal skills required. 
 Excellent communication skills (verbal, telephone, and email) and problem solving skills. 
 Knowledge of MS Office software required and familiarity with EMR platforms preferred. 

 
Key responsibilities include the following: 

1. Welcome and greet all clients and visitors, in person or over the telephone. 
2. Answer the telephone while maintaining a polite and proper telephone etiquette. 
3. Responsible for keeping the reception area clean and organized. 
4. Register new clients and update existing client demographics by collecting detailed 

client information, including personal and financial information. 
5. Facilitate client flow by notifying the provider of clients’ arrival, being aware of 

delays, and communicating with clients and clinical staff. 
6. Respond to inquiries by clients, prospective clients, and visitors in a courteous 

manner. 
7. Keep medical office supplies adequately stocked by anticipating inventory needs, 

placing orders, and monitoring office equipment. 
8. Protect client confidentiality, making sure protected health information is secured by 

not leaving PHI in plain sight and logging off the computer before leaving it 
unattended. 

9. Help to ensure proper documentation needed for billing and reporting matters. 
10. Assists with clinic volunteers and interns. 
11. Other duties as assigned by Practice Manager or Executive Director. 
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Additional Requirements: 

 Utilize appropriate methods for interacting effectively and professionally with persons of all 
ages and from diverse cultural, socioeconomic, educational, racial, and ethnic, sexual 
orientations, lifestyles, and physical abilities. 

 Organize and prioritize work assignments while performing highly detailed tasks with 
accuracy. 

 Possess clinical problem solving and critical thinking skills. 
 Ability to work under pressure in a fast-paced environment. 
 Self-driven, reliable, and able to independently organize work load. 
 The ability to work within a team framework while maintaining confidentiality at all times! 

 
 
 
Fredericksburg Area HIV/AIDS Support Services (FAHASS) provides equal employment 
opportunities (EEO) to all employees and applicants for employment without regard to race, color, 
religion, sex, national origin, age, disability, or genetics.  In addition to federal law requirements, 
FAHASS complies with applicable state and local laws governing nondiscrimination in employment 
in every location in which the company has facilities.  This policy applies to all terms and conditions 
of employment, including recruiting, hiring, placement, promotion, termination, layoff, recall, 
transfer, leaves of absence, compensation, and training. 
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Applications:  Fully completed employment applications with an accompanying resume and cover 
letter must be received by email, mail, or fax.  Copies of the FAHASS application are available on 
our main page at www.fahass.org.  No phone calls, please. 

 
Application submissions and correspondence regarding the process may be sent using any of the 
following methods: 

 
Email: 

resume@fahass.org 
 

Mail: 
Candace Strang 
FAHASS 
4701 Market St, Suite B 
Fredericksburg, Virginia 22408 

 
Fax: 

FAHASS 
Attn: Candace Strang 
(540) 907-4318 
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