Katahdin Valley Health Center

]ob Title: Scheduler
Full Time

Varied

Status: Hours:

Location: Faten

KatahdinValley HealthCenteris now hiring afull time Schedulefor our Houltonlocation.
TheCentralSchedulewill createapositiveexperiencen greetingandschedulingpatientswho require
appointmentsvith KatahdinValley HealthCenter. The personin this role will provideadministrativesupport
in all areasof schedulingwvhile obtainingandupdatingdemographicinsuranceandregistrationnformationin
the ElectronicHealthRecordof the medicalanddentalsystems.

Minimum Requirements:

High SchoolDiplomaor equivalent. Businessourseanda working knowledgeof computersystemsand
busines®ffice machines.Able to verballyandfluently communicaten Englishusingcorrectgrammar. Six
monthsto oneyearworking experiencen a serviceorientedbusines®ffice setting. Mustbe ableto work
independentlyn ateamsettingandto reactto changegoroductively. Must haveexcellentinterpersonaskills
andproblemsolvingskills. Mustbeableto work underpressuren abusymedical/dentabffice setting. Must
learnandabideby all policiesandprocedures.

Benefits:

KVHC pays80% of the HealthinsuranceéPremiumfor thefull time employee.Dentallnsuranceéenefitfor
the EmployeeandFamily at no premiumcostto theemployee.(At KVHC Dentalcenter) Oneweekof paid
vacationyearoneandtwo weeksof paidvacationeachyearafter. Up to 40 hoursof accruedpaidtime off and
sicktime yearoneandup to 88 hoursof accruedpaidtime off andsick time eachyearafter. Shorttermand
long termdisability premiumpaidat 100%by KVHC. Onetimestheemployee'sinnualsalaryin alife
insurancebenefitat no costto theemployee. Ten paid holidaysannually. Educationreimbursement
opportunities.401kavailableafteroneyearof employment. KVHC staff adjustmentvailableuponhire.

To apply for this position, please click on the

“Apply Now” button on the Job Opportunities page.
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