Reception Staff

Primary Duty:  To care for the clients and their pets in an accurate cheerful manner, while providing immediate, consistent, dependable and courteous service to them.  Maintain a smooth well-planned orderly flow of the clients and patients while making their experience happy and comfortable to keep them coming back. You are the front line of the clinic and make the first impression and the last impression.

Skills and Abilities Required for this Position: The ability to follow directions with and without supervision. The ability to lift objects and pets of at least 50 lbs. To learn and understand medical terminology, medications and usage and procedure we perform and why. The ability to admit or ask questions when a task is unclear. Ability to show leadership and helping hand. Ability/skill to use computers and other office equipment. Ability to stand for extended periods of time. Effectively be able to communicate the English language. Ability to show empathy with clients, even if they become distraught or angered. Ability to stay calm and compassionate and professional while carrying on a multitude of other tasks. Ability to provide top-notch customer service. 

A love of animals and people is necessary for this job. The hours can be irregular and the position can be emotionally and physically draining. It is extremely important to ask questions as they arise and to absorb all additional information so that you can better serve our clients and make our care for their pets the very best it can be. 

General Responsibilities:

Collecting payments

Dispensing medications

Selling over the counter items

Calling to confirm appointments

Keeping the lobby clean and odor free

Keep the flow going smoothly

Stocking supplies

Essential Job Functions and Responsibilities

Being comfortable in the presence of animals

Providing accurate information to clients as well as other staff members

Learning clinic procedures and policies

Neat and professional dressed at all times- this includes wearing a smile when greeting and welcoming clients to the practice. 

Making sure all clients leave well satisfied

Maintain good and professional relationships with clients

Scheduling appointments, surgical, boarding, grooming and drop-off procedures in the hospital, so must keep a knowledge of doctors availability and activities and space in clinic.

Be familiar with animal care and proper restraint. 

Open the clinic and get it ready for the day- close the clinic at the end of the working day. 

Answer incoming calls professionally and transfer calls to other staff members following the protocols. 

Prepare forms and files ahead of the patients scheduled appointment for easy access when they arrive. 

Handle emergency cases appropriately by informing staff of their coming arrival keeping the clients calm. 

Review patient records to ensure that immunizations and test are up to date. 

Notify technicians of the arrival of the patients. 

Provide top notch customer service

Work patiently with distressed, frustrated, disgruntled, high emotional state clients. 

Check in clients and check out clients

Client call backs and follow ups

Managing record request between other hospitals 

Client education

Assist in cleaning the hospital including but not limited to keeping reception desk area and lobby clean and sanitary, taking out trash and recycling, laundry cleaning floors, bathrooms, exam rooms, break room, and kennels if needed. 

Process payment and transactions

Computer skills- able to use windows based computer systems- word processing, email, web searches and other skills to use the practice management software. 

Prepare welcome, spay/neuter cards

If you don’t know an answer ask. 

Act responsibly to build your reputation in the community as well as the practices reputation. 

Ensure a pleasant, respectful and productive doctor-staff and staff-staff relationship. 

Keep spirit of teamwork alive while supporting the value of the practice. 

Attend and participate in all required meetings. 

Attend 15 hours of continuing education a year. 

Perform other duties as directed by veterinarians, owner or managers.

Prepare estimates and invoices for clients 

Close out care credit, and credit card machines at the end of the day and make sure they reconcile.  

Carry food to cars of clients that are unable to 

Setup new clients records and provide them with welcome kits when they arrive. 

Assist in maintenance and up keep of outside the clinic. 

Take digital photos of clients pets for the avimark system as well as for social media

Continually strive to improve.

Be familiar with other job functions by cross-training. 

When greeting clients and pets use their names. 

Collect email addresses from clients

Pre-pare some medications and prescription diets for clients and go over instructions with clients before dismissal. 

Never leave the desk unattended. 

Follow AHHA, OSHA, and Safety regulations.

