Medical Receptionist
Family physicians seeking a Medical Receptionist (0.8 FTE). The successful candidate will have strong administrative and organizational skills, and excellent interpersonal skills. They will have the ability to interact positively with patients, health care professionals and co-workers in a fast-paced, office environment. Experience with administrative work and high performance demonstrated in a busy client-facing setting is highly desired. Previous experience in a medical setting is preferred.

Key Responsibilities
· Responds efficiently and professionally to all patient inquires.
· Maintain patient records by obtaining, recording, and updating personal information.
· Optimizes patients' satisfaction, physician time and exam room utilization through the scheduling of patient appointments in person or by telephone.
· Protects patients' rights by maintaining confidentiality of personal and health information.
· Welcomes patients and visitors in person or by telephone.
· Appointment scheduling
· Ensures availability of information by electronically filing and retrieving patient records.
· Assist where appropriate with clinical support such as blood pressure monitoring, preparing patients for physical examination and acting as a chaperone (training will be provided).
· Other administrative and clerical duties as required.


Specifications
· A diploma from a post-secondary school in Medical Administration and/or experience in this field would be an asset. 
· Excellent people skills with experience in a client-facing setting.
· Excellent computer skills including experience with Microsoft Suite (Excel, Word, Outlook).
· Excellent organizational skills with an ability to deal with multiple demands and changing priorities.
· Able to effectively work both independently and as part of a larger team.
· Ability to maintain strictly confidential information.
· Be initiative-taking, detail-oriented, have a positive attitude, dependable and punctual.

 Applications should be in the form of a curriculum vitae and cover letter (maximum 1 page) to sbrydges@arnpriorfht.ca with “Job Application_Nov_2026” in the Subject line. 
The closing date for applications is October 9, 2026, at 1600.
	
We thank all applicants; however, only those considered for an interview will be contacted.
