Example of Front Desk Representative Job

Description
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Our company is looking to fill the role of front desk representative. Thank you in
advance for taking a look at the list of responsibilities and qualifications. We look

forward to reviewing your resume.

Responsibilities for front desk representative

e Respond in a timely manner to marketing requests and inquiries about our
programs and services

e Perform other administrative duties and working on other projects as
assigned

¢ Getting the mail

* Replenishing supplies

e Other duties that arise

e Greet and assist students at front counter in person, by phone or by email

e Check-in patients and collect deductibles/co-insurance

e Deposits insurance and patient checks

e Prepares charts for the next day’s cases

o Demonstrates an ability to be flexible, organized, and function under stressful

situation
Qualifications for front desk representative

e Be able to lift 25 pounds on a regular basis as part of ongoing office tasks
and cleanup

 Attend all Student Life Office trainings and retreats and be a positive
member of the Student Life team

e Organized with good time management skills and ability to complete tasks
on time



e Interacts professionally with patient/family and provides explanation and
verbal reassurance as necessary



