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	ANIMAL CRITICAL CARE AND
EMERGENCY SERVICES
11536 Lake City Way NE

Seattle, WA 98125
www.criticalcarevets.com
Phone: 206-364-1660  Fax: 206-364-3667


Veterinary Medical Receptionist
Summary:  
Primary responsibilities in this position are reception duties.  This will require efficient use of ACCES’ Veterinary Managing Software (Cornerstone), strong communication skills, organizational skills and the ability to multitask.  Light cleaning will also be required to maintain a clean and professional appearance in the receiving area and exam rooms.
Essential Job Functions:
· Greet clients and patients when they arrive.  Coordinate triage services between the client, patient and technical staff.  After triage is complete, perform weights on animals prior to placing in room.
· Enter client and patient information into the computer both by phone and form
· Answer phone inquiries from clients with assistance from veterinarians and veterinary technicians, take messages for doctors, and give accurate information about fees and policies over the phone
· Keep reception area and exam rooms professional looking by cleaning exam rooms after each patient, cleaning and straightening reception area including front entrance as needed, cleaning front restrooms, sweeping and mopping as needed, and making sure coffee and beverages are available and the beverage station is tidy
· Discharge patients from the hospital including accepting payments, going over discharge instructions, and making sure the client receives needed medications, radiographs, and personal items left for their animal
· Scan patient records after hospital discharge

· Fax records to referring veterinarians, entering lab results into computer when needed, and file records appropriately
· Maintain cleanliness of the hospital including front restrooms, exam rooms, front entrance and sweeping and mopping as needed
· May include making and confirming appointments for referral patients as well as gathering necessary records and imaging prior to appointment

· Enter laboratory report data into the computer
· Be committed to ACESS’ Core Values

· Other duties will be determined as needed
Qualifications:
· The ability to accept criticism and deal calmly and effectively with high stress situations

· The ability to be sensitive to others' needs and feelings and to be understanding and helpful on the job

· The ability to listen to and understand information and ideas presented through spoken words and sentences 
· The ability to speak clearly so others can understand you and the ability to identify and understand the speech of another person

· High school degree or equivalent
· Prior reception or phone experience required; prior veterinary reception experience a plus
· Clear and professional communication abilities are required
Reporting Function:  

Reports to lead receptionist.  Problems with lead receptionist should go to the hospital administrator.
