
Katahdin Valley Health Center
Job Title: ___________________________________________
Status: _____________________ Hours: __________________
Location: ___________________________________________

Role: 

Minimum Requirements:

Bene�ts:

To apply for this position, please click on the
“Apply Now” button on the Job Opportunities page. 


	Job Title: Scheduler
	Status: Full Time
	Hours: Varied
	Location: Patten
	Text1: Katahdin Valley Health Center is now hiring a full time Scheduler for our Houlton location.  
The Central Scheduler will create a positive experience in greeting and scheduling patients who require appointments with Katahdin Valley Health Center.  The person in this role will provide administrative support in all areas of scheduling while obtaining and updating demographic, insurance, and registration information in the Electronic Health Record of the medical and dental systems.

	sf: High School Diploma or equivalent.  Business course and a working knowledge of computer systems and business office machines.  Able to verbally and fluently communicate in English using correct grammar.  Six months to one year working experience in a service oriented business office setting.  Must be able to work independently in a team setting and to react to change productively.  Must have excellent interpersonal skills and problem solving skills.  Must be able to work under pressure in a busy medical/dental office setting.  Must learn and abide by all policies and procedures.
	fdsa: KVHC pays 80% of the Health Insurance Premium for the full time employee.  Dental Insurance benefit for the Employee and Family at no premium cost to the employee.  (At KVHC Dental center)  One week of paid vacation year one and two weeks of paid vacation each year after.  Up to 40 hours of accrued paid time off and sick time year one and up to 88 hours of accrued paid time off and sick time each year after.  Short term and long term disability premium paid at 100% by KVHC.  One times the employee's annual salary in a life insurance benefit at no cost to the employee.  Ten paid holidays annually.  Education reimbursement opportunities.  401k available after one year of employment.  KVHC staff adjustment available upon hire.


