
   

Title:  Administrative Assistant and Receptionist 
Reports To: Shelly Renzi, Office Manager  
Effort: 9:00 a.m. - 5:00 p.m. Monday - Friday 
Compensation:  Hourly rate to be determined based on qualifications. 
Date: 20 July 2018 
 
Position Overview: 
 
Healthy Babies, Happy Moms (HBHM) Inc. is looking for an experienced administrative professional to 
keep our office running smoothly.  Clients visiting our office may be working with us during a challenging 
time.  The ideal candidate will use their skills to ensure a positive experience to all guests in our office, no 
matter the reason for their visit.  The candidate who fills this role will be the face of our office, meet and 
exceed the expectations of our clients, and keep our staff doing what they do best, helping our clients 
meet their goals.  
  
Principal Duties and Responsibilities: 
 

 Welcome all visitors to the office. 
 Answer the telephone and take appropriate next steps. 
 Complete new patient registration and verify insurance using Athena software. 
 Schedule both office and home visits while balancing staff availability and client expectations. 
 Transmit messages to the appropriate staff member. 
 Manage office Google calendar. 
 Request referrals from physician office staff. 
 Upload clinical documents to patient charts. 
 Collect payments from patients using Square application. 
 Cleaning, tracking, and inventory of medical equipment. 
 Inventory the office for supplies and merchandise and order as necessary. 
 Document and spreadsheet generation. 
 Upload receipt and bills to Hub Docs. 
 Open and close the office each day. 
 Other duties as assigned. 

  
Qualifications & Skills: 
 
REQUIRED: 
 

 1 year of experience as an administrative professional or equivalent education. 
 Excellent in-person and telephone customer service skills. 
 Demonstrated ability to prioritize multiple tasks in a fast-paced medical office. 
 Proficiency in both Microsoft Office and Google Suite applications. 

  
PREFERRED:  
 

 Experience with Athena software. 
 Medical office experience. 


