
Medical Front Desk Receptionist 
 
 
 
Receptionist & Admin Looking for a front office receptionist and admin for a growing Behavior 
health practice in Williamsburg 
 
 MUST HAVE PRIOR MEDICAL OFFICE EXPERIENCE! 
  
 
Front desk position with back office experience, requires great customer service skills and 
someone who can multi task.  Responsibilities include, but not limited to checking patients in and 
out, collecting co-payments, answering telephones, scheduling appointments, registering 
patients, verifying insurance  and performing other duties as needed. Computer skills are a must.  
 
 
JOB DUTIES/KNOWLEDGE 

 
 

upply for team 
 

 
 

 supplies, notifying Supervisor or Manager of ordering needs. 
 

 
QUALIFICATIONS 

 
ence, preferably in health care 

field. 
-person and over the telephone with appropriate skills 

for communicating      with individuals of all ages. 
rd, Excel and PowerPoint. 
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