Glacier Community Health Center, Inc.
Open Position Announcement



Position: Full-Time Receptionist
Start Date: as soon as possible
Minimum Requirements: high school diploma or equivalent
Application Requirements: cover letter, resume & reference letters


We are looking to add a full-time receptionist to our existing front-line, customer service-oriented team.
Job duties include, but are not limited to the following: answering & transferring phone calls, scheduling appointments, greeting & checking-in patients, scheduling appropriate follow-up appointments, entering patient demographic & billing information, patient related account questions and inquiries, as well as accepting patient payments.
[bookmark: _GoBack]Previous similar job experience preferred, but we are willing to train the right candidate.
Please email all applications to humanresources@glacierchc.org. Only complete applications will be considered.
This position is open until filled.
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