Katahdin Valley Health Center

]Ob Title: PatientAccessRepresentative

Full Time Varied

Status: Hours:

Location: Dover-Foxcroft

KatahdinValley HealthCenteris now hiring afull time PatientAccessRepresentativéor our Dover-Foxcroft
location. The PatientAccessRepresentativevill provideadministrativesupportto medicalstaff, schedule
follow-up appointmentandcompleteall generalfront office duties. Thepersonin thisrole will usetheir skills
to assistwith thefacilitation of patientcare,work aspartof the CareTeam,while coordinatingthe flow of
communicatiorbetweemursing,medicalandoffice staff.

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 Healthinsurancé”Premiumfor thefull time employee.DentallnsuranceBenefitfor
theemployeeandfamily at no premiumcostto theemployegat KVHC DentalCenter). Oneweekof Paid
Vacationyearoneandtwo weeksof PaidVacationeachyearafter. Accruedup to 24 hoursof Paid Time Off
(PTO)andupto 40 hoursof earnedpaidleaveyearoneandaccruedup to 88 combinechoursof PTOand
earnedpaidleaveannuallythereafterShortTermandLong Term Disability premiumpaid 100%by KVHC.
Onetimestheemployee'sinnualsalaryin aLife InsuranceBenefitat no costto theemployee.Tenpaid
holidaysannually. Educationreimbursemendpportunities.401kavailableafteroneyearof employment
KVHC matcheghefirst 3% of your contributionat 100%,andthe next2% at50%. KVHC staff adjustment
availableuponhire.

To apply for this position, please click on the

“Apply Now” button on the Job Opportunities page.
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