
Full Time Receptionist Position
Are you enthusiastic about healthcare?
Are you an experienced receptionist?

Are you a gun Multi-tasker? Do you love working with people?

This is the position for you!

The successful applicant will be employed in a role that requires reception and administration
experience. You will be working closely with our practitioners/other receptionists and displaying a high

level of customer service at all times. You’ll be responsible for assisting our team leader and clinic
manager, and taking over administration duties as required. You will also be responsible for

demonstrating our values and culture on a daily basis with patients and other team members, working
closely with the team to ensure a happy, cohesive work environment.

What we are looking for in our newest team member;
You’re somebody who shows initiative, and you are always looking for things to do.
You thrive in a fast paced work environment with a remarkable ability to multitask.

You pride yourself on maintaining a clean environment.
You are somebody who always communicates well & you can work independently.

You are well educated and a quick learner. You have exceptional computer skills, a sound knowledge of
technology and are willing to learn our internal systems.

You are always willing to give 100% and you actively participate in the success of the business.
You have great integrity. You are trustworthy and honest.

You can follow directions and you are happy to receive constructive feedback.
You are organised and can effectively prioritise your time.

You have a great sense of humour, and you are a passionate and motivated person.
You are competent in daily reception duties, and able to learn new things quickly.

Day to day tasks  include;
Scheduling and organizing patient appointments and Practitioner workload

Greeting patients in a welcoming manner and directing them appropriately

-Handling and directing queries via phone, email and in person, Use HICAPS and EFT facilities, online account
management

Timetabling for group Pilates classes & management of Podiatry & Physiotherapy equipment (Sterilization)

More Information
To apply, email your cover letter and resume to tess@genhealthhamilton.com.au

Only shortlisted applicants will be contacted.


