
Our Goal: To provide, caring, respectful, conscientious, quality medical and surgical services for our animal patients and their owners. The animal’s care comes first. 

Position:  Receptionist

Salary: Minimum Wage to start and after six (6) months of full-time employment, veterinary products at cost 

           and veterinary services at 30% off.  Potential pay increase, dependent on proficiency in 3-6 months from start  

           of full-time hours.  New employees are hired on a probationary period and will meet with Dr Pepita Wilkinson     

           every two weeks to evaluate work performance.
Hours:  Part time: ~20-25 hours per week 

   Full time: Monday thru Saturday with one day off and half-day Saturday 
Office Hours:   M T Th F   8:00-12:00/1:30- 5:00     Saturdays 9:00-1:00  

  Employees are required to be here at 7:20am and 1:20pm during the week and 8:20 am on Saturday.     

  There may be times an employee will be required to work before and after these set hours due to 
  emergencies. 
Primary Duties: 

· Prepare front desk 
· Count drawer

· Prepare files for the day

· Set up coffee area

· Prepare exam rooms
· Open door at 8:00am and 1:30pm >>Lock door 12:00pm and 5:00pm!!! Saturdays open at 9:00 am and close 

            at 1:00pm

· Answering Telephone 

· Make appointments 

· Take Detailed Messages: Who, what, how long, vaccination status description of problem i.e. color of diarrhea 

· Screen calls: Keep us from being on the phone for i.e. making appointments

· Call backs—calling to check on patient status

· Greeting and helping clients 

· Front Desk is your Number One priority 

· Making clients feel important (because they are)

· Liaison between Doctors and clients

· Computer use and data entry 

· Entering services and products

· Billing Clients

· Taking money from clients for services and products

· Clients must be made aware of our "NO CREDIT" policy 

· Total money at the end of the day

· Setting up files and filing

· Keep back up record of euthanasia and sympathy cards


· Assisting with billing

· Mailing out statements

· Calling non-paying clients

· Compiling information to send to the collection agent

· Mailing certain documents to the proper organization
Coupons

· Keeping track of coupons and turning them into the appropriate company

· Animal welfare Programs
· Keeping track of available funds 

· Distributing the funds

· Tallying amount of services and billing individual welfare groups
· Check answering machine AM & PM
· Turning off when we are open and on when we are close 
· Making copies

· Faxing

· Responsible for the courtesy table

· Coffee &/or lemonade & cookies, candy (in am)

· Tidiness of reception area

Everyone’s Responsibility: 
· Keeping clinic CLEAN & NEAT Everywhere 

· Making sure things are turned off at night

· Maybe asked to hold animals for procedures

· Take animals back to kennel area

· Clean kennels

· Help each other

· Work as a team 

Requirements: 
· SMILE

· Must address Drs, in the presence of clients or on the telephone, as Dr. Dean or Dr. Pepita  Wilkinson

· Must be able to lift at least 40#, i.e. dog food, some pets, equipment

· Must pay strict attention to detail

· Must be able to multi-task

· Must be able to handle cleaning up fecal matter, urine, blood etc

· Must clean thoroughly

· Must be able to follow instructions to the letter

· Neat, clean clothes (no shorts, no sandals) 

       >Scrub tops provided [one for everyday you work]

· FRIENDLY TO ALL CLIENTS  

· PROFESSIONALISM
· BIG SMILES –especially when answering the telephone

Other Rules 

· Diagnosing over the telephone or otherwise IS NOT ACCEPTABLE.  Anyone caught diagnosing will be FIRED    

      IMMEDIATELY!! 

· Grounds for immediate dismissal

       >Diagnosing

       >Lying

       >Stealing

· Cruelty to animals will not be tolerated.

· Rudeness to clients is not permitted.  If there is a problem with a client get Dr. Pepita Wilkinson immediately.

This can be a very wonderful and rewarding job, but it can also be a very frustrating job. One of the most difficult and challenging parts of the job is dealing with clients. Clients can and do get very emotional when it comes to their pets and as a result can be very rude, demanding and unreasonable. If a client becomes unreasonable or very rude please just get one of the doctors. 

My husband and I want to have a business that provides a service to the community as well as happiness for us. We want our employees to enjoy and be happy at their job. We feel that if we all work as a team we can have a pleasant working environment. If for any reason there is a problem we have an open door policy; we ask that you please come to us immediately so that the problem can be attended to
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