Medical Receptionist #NR-FOPT
North Ridgeville Office
Part time position available.  Current schedule Monday - Friday, 8:00am – 1:00pm, no lunch.  Rotate Saturdays with other Front Office staff, 8:30am – 12:30pm.  Schedule subject to change due to staffing and the needs of the practice.  Responsibilities include, but are not limited to, patient check-in/check out, answering phones, scheduling, call-backs, referrals, CPT/ICD coding, medical records maintenance, filing, etc.

Requirements include ability to multitask, attention to detail, excellent communication skills, and a high level of customer service skills.  Knowledge of CPT/ICD coding required.  Computer skills required.  Experience with Epic software preferred but not required.  One year Medical Receptionist experience preferred. 

