
 
 

 
 
 

MISSION CITY COMMUNITY NETWORK - JOB DESCRIPTION 
 
 
Job Title: Medical Receptionist I 
Department: Clerical 
Reports to: Chief Operating Officer 

 

General Summary: 
Is the first interface with patient care.  Schedules and routes patients to receive put-patient medical 
services.  Has other clerical, general, and maintenance duties. 

 
I. Qualifications: 

 
A. Education, Training, and Experience: 

1. High school diploma 
2. Basic clerical skills. 
3. Experience as deemed necessary by Operations manager 
4. Current active CPR certification 

 
 

B. Specific Skills, and Special Abilities: 
1. Basic clerical skills to facilitate record keeping. 
2. Comprehension of various clinic programs. 
3. Ability to interface with patients, families and other clinic visitors. 
4. Ability to learn new skills as necessary. 
5. Flexibility and ability to change. 
6. Ability to communicate with staff members and outside agencies. 

 
II. Duties and Responsibilities: 

 
A. Patient interaction: 

1. Answer telephones in an appropriate manner. 
2. Make appointment and/or route to appropriate clinic. 
3. Take messages and distribute if necessary. 
4. Interview patients and assist with forms and authorizations. 
5. Assess patient eligibility and ensure that the appropriate documentation is in the chart. 

 
B. Clerical: 

1. Turn phone system on and off and call answering service for messages. 
2. Stamp mail and take to post office. 
3. Make up charts and labels for charts. 
4. Assist in locating and filing charts. 
5. Take messages for patient results. 
6. Call pharmacy with authorization for refills. 
7. Assist with taxi vouchers and calling for taxi. 
8. Check for supplies needed. 
9. Input updated patient information. 



 

C. Other: 
1. Perform other duties as deemed necessary by immediate supervisor/clinic manager, 

operations manager, medical director and/or executive director. 
 

D. Fiscal: 
1. Balance daily cash. 
2. Assist patients with payments and refunds. 
3. Make payment arrangements, if necessary 

 
 

E. Miscellaneous: 
1. Open and close clinic. 
2. Assist with sorting mail, when necessary. 
3. Assist with keeping lobby clean and in order. 
4. Assist with maintenance of lobby restrooms. 
5. Assist with other clinic maintenance, as needed. 

 
III. Internal Interaction 

A. Internal 
1. Interacts with patients and families in an appropriate manner. 
2. Interacts with the various departments within the clinic appropriately. 
3. Conducts self on telephone conversations in an appropriate manner. 

 
IV. Working Conditions: 

A. Environment: 
1. Maintains a physically safe and clean environment.. 
2. Reports unsafe conditions to supervisor. 

 
V. Fiscal Responsibility: 

A. General 
1. Facilitates cost containment by efficient use of time, resources, equipment, supplies, etc. 
2. Maintains documentation and records of payments, refunds, etc. 
3. Routes revenues to appropriate person at clinic at appropriate time. 
4. Maintains revenues under protected conditions at all times. 
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