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CASPER-NATRONA
COUNTY HEALTH DEPARTMENT

City of Casper-Natrona County Health Department Job Description

[ITLE T isease Prevention Receptionist] Employment Status;

DEPARTMENT: Disease Prevention AT-WILL EMPLOYEE
Clinic

SUPERVISOR: Operations Manager FLSA Non-exempt / Exempt
REVISED: 2/2026 Regular Employee

*This job description may be changed | *Regular hours worked 40/week
without prior notice*

The City of Casper-Natrona County Health Department is committed to
protecting and enhancing the public health and well-being in Casper and
Natrona County.

The Casper-Natrona County Health Department reserves the absolute right to
terminate any employee at any time. All employees are at-will.

The Disease Prevention Receptionist functions as one of multiple receptionists
for the Disease Prevention Program and Casper Natrona County Health
Department (CNCHD) clinic. The Disease Prevention Receptionist is responsible
for a high level of customer service at all times for external/internal customers,
vendors, and other visitors. This position is responsible for answering incoming
telephone lines, patient scheduling, patient check-in, patient financial services
and collecting payment, having a high level of knowledge of all CNCHD
programs in order to assist all customers, including skill with the electronic
medical record and data entry.
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Customer Service

e Provides high level of customer service at all times to CNCHD external
and internal customers.

e Provides administrative support to Disease Prevention Clinic Manager
and other nursing staff.

e Promptly answers all incoming lines, directs calls to appropriate staff
members, answers general questions, refers caller to appropriate
program (or even external agency), and takes accurate and complete
messages.

e Greets clients and visitors to CNCHD in a timely and courteous manner.
Answers general questions, directs clients/patients/vendors to
appropriate staff member and program.

e Maintains high level of knowledge of all programs within the department
so that external and internal customers are assisted in the most effective
way possible.

e Assists Administration Receptionist with general customer service and
CNCHD reception activities.

¢ Maintains a high level of confidentiality and professionalism at all times
and respects sensitive client issues.

Patient Scheduling and Check-In

e Responsible for timely and accurate patient scheduling for Disease
Prevention clinic, including appointments for reproductive health exams,
immunizations, family planning, HIV case management, Maternal and
Child Health office visits, and other specialty clinic visits.

e Uses electronic medical record (EMR) system with proficiency in order to
provide high quality customer service to all patients and internal
customers (i.e., nursing staff).

e Completes patient check-in in prompt fashion and ensures smooth
patient flow in lobby and clinic areas.

e Completes accurate patient intake via electronic and/or paper methods.
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Ensures that patients are receiving timely reminders for their
appointments.

Educates patients on their financial obligation in return for the clinical
services provided.

Obtains patient proof-of-income and insurance information when
warranted.

Possesses high level of knowledge of clinic’s fee schedule, including the
sliding fee schedule for all services offered.

Stays up to date on changes to recommended vaccinations schedules
based on CDC guidance and refers patients appropriately to nursing staff
when questions arise.

Notifies Disease Prevention Clinic Manager and Fiscal Manager of work
flow issues and other issues affecting clinic operations.

Patient Check-Out and Out-processing

Completes patient check-out promptly while ensuring accurate payment
has been made by patient while utilizing appropriate fee schedule and
patient insurance information.

Refers patients to Billing Specialist when payment plans are requested.
Uses the EMR system to complete patient’s clinic visit and ensures that
patient received services reflected on the super bill.

Schedules patients for follow-up visits as appropriate.

Ensures all patients check-out upon leaving the clinic area even when
payment is not needed and ensures all of the patient’s questions are
answered and that the patient receives the highest level of customer
service upon exiting the department.

Clinic and Programmatic Operations

Straightens lobby/reception area daily and more frequently when
warranted

Provides basic administrative support functions such as making copies,
filing, and faxing when requested from nursing staff.

Maintains inventory on basic office supplies and initiates requisition form
when orders are necessary for Disease Prevention Program
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e Uses computer software programs and/or EMR system to track
program/clinic data as requested and assists with continuous quality
improvement initiatives.

e Attends meetings upon request and takes/transcribes notes, minutes,
and confidential dictation. Examines transcripts, reports, and other
correspondence for accuracy and completeness.

e Composes routine correspondence and other material upon request.

e Perform proficient data entry of immunizations within the Wyoming
Immunization Data Entry Program

Financial Responsibilities

e Manages cash in own till daily and reports any errors in cash
management to Disease Prevention Clinic Manager and Fiscal Manager
immediately.

e Collects patient fees/payments.

e Prepares requisition forms and invoices for Disease Prevention Program.

e Assists Billing Specialist with patient billing and collections upon request.

e Provides continuous patient education on their financial responsibilities
for services rendered.

Miscellaneous

o Keeps immediate supervisor appraised of the workload and seeks
assistance, if necessary, to meet priority deadlines.

e Provide clerical and administrative support to all Disease Prevention
Program staff as requested.

e Participate in emergency preparedness activities to support CNCHD
functions as requested by management.

e Work closely with all Disease Prevention Program staff, Billing Specialist,
Administration Receptionist, and Fiscal Manager.

e Communicates professionally, in both verbal and written form, with
clients, suppliers, vendors, and other CNCHD visitors.

e Other duties as assigned by the Disease Prevention Clinic Manager or
Fiscal Manager

e Follows all CNCHD policies and procedures.
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e Assists with monitoring community health needs based on regular
interactions with clients.

e Managing office inventory, supplies, and materials.
e Ensuring workspace and materials are clean, organized, and professional.

e Work is performed in an office environment and could include various
community locations.

e |Interaction with staff, clients, volunteers, and community partners is
frequent and essential.

e May require physical activity, including standing, walking, bending, and
lifting.

e Participation in public health emergency response and preparedness
activities is mandatory.

e Vision adequate for daily work, corrected vision of 20/40- on the Snellen
scale.

e Hearing adequate for daily work corrected hearing of 30 decibels on the
1000, 2000 frequency scale.
e Must have the ability to lift twenty pounds from floor to waist level.

e Reasonable accommodations will be addressed, based on the Position
Description.

e Potential exposure to communicable diseases through direct or indirect
contact.

e Use of vehicles and preparedness equipment.
e Work in varied environmental conditions, both indoors and outdoors.
e Injury risks due to prolonged computer use and physical activity.
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e Exposure to chemical agents, to include reagents, sanitizers and other
chemicals that may be associated with routine and incidental
assignments.

Minimum Qualifications:

e High school graduate or equivalent.

e Two years of experience in general clerical office work and/or one year
certificate or two-year Associate Degree in Business/business related
course work.

e Experience using electronic medical record (EMR) system, be able to
accurately document all pertinent data without errors.

e Experience with electronic data tracking methods and ability to aggregate
individual pieces of information into concise summary of the whole and
track information over time.

e Computer knowledge and experience, including word processing skills,
and basic data entry, including proficiency with Microsoft Office Suite
(Word, Excel, PowerPoint).

e Successfully complete immunization review on hire.

e Successfully complete drug screening on hire.

e Successfully complete Background and Central Registry Check.

e Possess a valid State of Wyoming driver’s license.

Preferred Qualifications:

e Baccalaureate degree in Business/Business Management, Accounting,
Finance or related field.

e Progressively responsible work experience related to patient services,
office administration, reception, and/or bookkeeping.

e Experience electronic medical record systems.

e Proficiency with Microsoft Excel.

e Experience with health-related organizations.

e Notary Public.

e Bilingual/Proficiency with Spanish in healthcare setting.
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e Ability to perform a variety of clerical work, including filing, records
keeping and bookkeeping tasks.

e Ability to organize time efficiently.

e Ability to work on own initiative with minimum of supervision.

e Ability to establish and maintain effective working relationships with
employees, other agencies and the public.

e Ability to establish and maintain effective working relationships with
employees, other agencies and the public.

e Knowledge of modern office practices and procedures.

e Ability to communicate with individuals from all walks of life, and be
aware of cultural differences.

e Ability to type and conduct data entry functions accurately and
proficiently.

e The above statements describe the general duties that constitute the
work of this position and shall not be considered a detailed description of
all of the work requirements inherent to this position.

| hereby acknowledge that | have received a copy of this Job Description.

EMPLOYEE NAME SIGNATURE DATE
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