
Our growing company is hiring for a medical office. To join our growing team,
please review the list of responsibilities and qualifications.

Responsibilities for medical office

Coordinate Wellness Café Series with PepsiCo Representative
Coordinates Executive physical paperwork and reimbursement process
Provide coverage as needed at the White Plains and Purchase, NY offices
Other duties as requested by Healthcare team
Coordination of Billing and Coding
Collects information from the patients to be admitted
Records health details of patients
Keeps all refills for the residential treatment patients updated, in a timely
manner
Administers medicines prescribed by the physician to the patients
Maintains a cooperative relationship among health care team by
communicating information, responding to requests, building rapport, and
participating in team problem solving methods

Qualifications for medical office

Desire to grow a small business into a booming medical practice center
Be willing to submit to a criminal background check and drug screen
Lab/Clinic experience preferred
Previous Medical office experience is a plus
Must have an Associates Degree or higher
Upbeat and professional demeanor while servicing patients

Example of Medical Office Job Description
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