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Front Office Staff 
 

 

Reports to:  Health Center Manager  

 

Overall Responsibility: Responsible for determining client ability to pay, assessment of daily 

services per patient, fee setting, and financial collection and reporting of all services rendered 

per patient.  Responsible for maintaining all computer records of payment, day end receipts and 

deposits of daily collections. Displays great customer service when working with all customers. 

Functions at front desk to check clients in and verify insurance.  Also will work to schedule 

appointments for clients. 
 

 

Responsibility: 

 

1. Assesses patient income and ability to pay.  Sets fees accordingly with Title X guidelines. 

 

2. Assesses patient services for day’s visit and enters charges and results into computer. 

 

3. Collects payments and enters information into computer to generate daily receipts. 

 

4. Prepares end of day financial reports, reviews reports for discrepancy and prepares bank 

deposits. 

 

5. Maintains start up cash for daily business. 

6. Assists Receptionist in daily duties: 

a. Answers phone calls and directs the caller appropriately. 

b. Interviews incoming patients, determines nature of visit, verifies and updates patient                                                      

demographic and insurance information, enters information in computer and chart. 

c. Schedules appointments and provides necessary information for visit, confirms 

appointments when appropriate and follow up on missed appointments for 

rescheduling. 

d. Maintains clinic schedule to ensure efficient operation for each day. 

e. Maintains a proper inventory of forms and supplies for the front desk. 

f. Pulls charts for daily schedule, including temporary charts as necessary, and prepares 

necessary paperwork for client visit. 

g. Maintains all patient charts with necessary documentation. 

h. Distributes daily patient schedules for next day’s service. 

i. Receives and distributes incoming faxes from the agency phone system. 

j. Maintains and files medical records ensuring confidentiality in accordance with HIPAA 

regulations. 
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7. Develops and maintains a positive work climate and contributes to the overall team 

effectiveness of PPGMR with demonstrable leadership skills.  Represents PPGMR in the 

community in a positive and progressive manner. 

 

8. Performed other job duties as assigned or directed by management. 

   

 

Job Requirements: 

 

Education:    High School Diploma or equivalent  

 

Experience:   Two years experience in a direct customer service setting or 

 medical setting involving cash receipts. 

 

Skills required:    Excellent verbal communication skills, mathematical 

    skills and organizational skills 

 

Special Requirements: Committed to PPGMR mission, goals and ideals. 

Accepts a flexible work schedule which may include evening and 

weekend hours.  Able to lift 25lbs.  Valid driver’s license and insurance.  

 

 

 

 
_______________________________   ______________ 

Employee’s signature       Date 

 

 

______________________________   ______________ 

Manager’s signature       Date 

 

 


