
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: Patient Access Representative
	Status: Full Time
	Hours: Varied
	Location: Dover-Foxcroft
	Text1: Katahdin Valley Health Center is now hiring a full time Patient Access Representative for our Dover-Foxcroft location.  The Patient Access Representative will provide administrative support to medical staff, schedule follow-up appointments and complete all general front office duties.  The person in this role will use their skills to assist with the facilitation of patient care, work as part of the Care Team, while coordinating the flow of communication between nursing, medical and office staff.  
	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. Accrued up to 24 hours of Paid Time Off (PTO) and up to 40 hours of earned paid leave year one and accrued up to 88 combined hours of PTO and earned paid leave annually thereafter. Short Term and Long Term Disability premium paid 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 matches the first 3% of your contribution at 100%, and the next 2% at 50%.  KVHC staff adjustment available upon hire.


