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基督教角聲醫療中心 
Herald Christian Corporation 

 
JOB POSTING 
 
Position: Dental Receptionist 
Posting Start Date: 10/18/2017 
Posting End Date: 12/18/2017 
Position Status: Full time 
Clinic Locations Hiring: HCHC City of Industry Clinic  
Contact Email: resume@hchcla.org 
 
Herald Christian Health Center (HCHC) is a non-profit community clinic and a Federally Qualified Health 
Center (FQHC) in San Gabriel Valley, California.  The mission of HCHC is to provide quality and affordable 
holistic healthcare to the low income, the uninsured and the medically indigent among the population of San 
Gabriel Valley.  HCHC patient population is comprised mostly of limited English proficient immigrants from 
China, Hong Kong, Vietnam and Taiwan. 
 
HCHC is seeking a Dental Receptionist, with prior work experience in a FQHC(s), who would like to grow with 
our organization.  As the needs from the community increases, the clinic is searching for a Dental Receptionist 
who shares in the mission of HCHC and whose heart desire is also to serve the poor and the afflicted and 
similarly, want to make a difference in the lives of their patients.  As a recognized Patient Centered Medical 
Home (PCMH) by National Committee for Quality Assurance (NCQA), transdisciplinary care teams continue 
to improve upon care coordination and treatment plan management of patient population aiming to improve 
safety, efficiency and quality of patient care.  HCHC offers competitive salary with benefits. 
 

I. Job Summary 
Under the direct supervision of Dental Department Supervisor, the Dental Receptionist’s 
responsibilities involve managing consumers, visitors, telephone messages and calls in professional 
and efficient manner. In addition to this, the Dental Receptionist has to perform various clerical 
duties, which support in the presentation and operation of HCHC. The Dental Receptionist is 
responsible to assist customers in smooth and efficient manner, to adhere to all protocols in line with 
an organization goals, strategy, and values. Receptionists are fundamental to HCHC as they present 
the first and foremost impression of an organization to customers and clients. 
 

II. Essential Functions 
A. Duties and Responsibilities 
1. Welcome patients as they contact the clinic in-person or by telephone, and explain the services 

available and payment categories. 
2. Maintain patient accounts by obtaining, recording, and updating personal and financial 

information in EMR system eClinical Works. 
3. Schedule appointments; direct walk-in patients and emergencies as per established policies and 

procedures. 
4. Register all patients per registration protocols and collect all ID documentation. 
5. Review and verify patient coverage of insurance or other agencies. 
6. Collect co-pays/deductibles after patient being seen by the provider per established policies and 

procedures.  Inform patient of their outstanding balance, insurance status, and issue cash receipt 
when monies are collected. 
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7. Work closely with dental staff to assure smooth patient flow and minimize the wait time. 
8. Call and remind patient of his/her appointment. 
9. Must exercise utmost diplomacy and tact to provide excellent customer service for patients; 

practices confidentiality and privacy protocols in accordance to Clinic policies and HIPAA 
requirements. 

10. Exercises problem-solving and conflict resolution skills when handling patient complaints; refers 
patient complaints to appropriate designated personnel as needed. 

11. Attend Department/Organization meetings. 
12. Attend training to enhance knowledge to improve job skills and performance. 
13. Ensure that common areas in office premises are equipped with required office supplies as 

appropriate 
14. Perform other duties as assigned by the Dental Department Supervisor or Dental Director 

 
B. Staff Development 
1. Attend staff/department meetings.  
2. Participate in staff training as arranged by the corporation. 
 

III. Organization Expectation 
1. Adhere to all HCHC’s Policies and Procedures. 
2. Conduct self in a manner that represents HCHC’s core values at all times. 
3. Maintain a positive, respectful and professional attitude with all work-related contacts. 
4. Communicate regularly with the staff about work concerns. 
5. Meet productivity standards and performs duties as workload necessitates. 

 
      IV.       Education/License/Certification: 

1. High school diploma or equivalent. 
 
       V.       Skills and Specifications: 

1. Fluent in Bilingual English and Cantonese/Mandarin required. 
2. At least 3 years of prior administrative or clerical experience in clinical or community-based 

dental setting highly preferred. 
3. Knowledge of dental practice preferred. 
4. Ability to communicate with patients and understand their problems. 
5. Excellent interpersonal and written communication skills required; ability to relate and 

communicate well with a diverse patient population. 
6. Ability to demonstrate strong organization skills, detailed-oriented, ability to multi-task and 

strong work ethic.  Must be able to work well in a past paced and customer driven environment. 
7. Flexibility with work schedules and sites required. 
8. Ability to work individually and within a team setting. 
9. Proficient in operating a PC based computer system and basic office software. 
10. Must be punctual and dependable  

 
VI. Physical Requirement 

1. Physical effort which may include occasional light lifting to a 25 pound limit, and some bending, 
stooping or squatting.  Considerable walking may be involved. The ability to sit or stand for 
extended periods of time is required.  

2. The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable 
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accommodations may be made to enable individuals with disabilities to perform the essential 
functions.  

3. While performing the duties of this job, the employee may be required to travel to all HCHC 
facilities as needed.  

 
Benefits: Vacation, sick leave, personal necessity leave, holidays, birthday leave, medical plan, dental 
discount, 401k with employer match. 
 
If interested, please submit/email resume.  
 
Herald Christian Health Center (HCHC) is an equal opportunity employer. HCHC does not discriminate on 
the basis of race, color, creed, national origin, veteran's status, medical condition or disability, religion, 
ancestry, age, sex, marital status, or sexual orientation in accordance with all applicable requirements of 
Federal and State laws. 

 
 


