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Medical Front Office Staff  

Summary: The Medical Front Office Staff is responsible for front office functions including client relations, 
appointment scheduling, telephone duties, patient registration, insurance verification, medical records, filing, 
cashiering, and computer work.  

Essential Functions:  Ability to handle multiple tasks in a fast-paced environment.  The candidate must have 
the ability to utilize computers for designated applications.  Effective verbal, written, and interpersonal 
communication skills required.  Respect and maintain privacy and dignity of PWR!Gym clients; assure client 
confidentiality at all times. 

Duties include: 
1. Conducts new client intakes via phone.  Emails insurance paperwork to client, as applicable.   
2. Check insurance eligibility, benefits used, and necessary co-pays prior to client’s appointment.  Ensure 

receipt of all intake forms, doctor’s referral and co-pay on day of appointment.     
3. Greets and checks in clients arriving for appointments, assists clients in completing necessary forms, 

checks ID, and registers new patients by verifying and updating client personal health information and 
health insurance coverage in computer system. 

4. Collects applicable co-pays at time of service.  
5. Completes client check out in Mind Body database.  Collects payments or copays as necessary and 

schedules follow-up appointments for clients consistent with plan of care.  
6. Answers and transfers incoming calls efficiently and professionally.  Schedule appointments and 

confirm next day's rehab appointments, verifying time and location with client.      
7. Responsible for running day-end insurance reports; balances deposit/batch and cash drawer.   
8. Processes all no-shows in the computer system and file.  
9. Scan all rehab forms and file in client charts.  
10. Create client charts and maintain to ensure referral received, super bills are filed, payments are 

current, and referring physician has received plans of care, progress notes and discharge notes. 
11. Pulls charts for next day’s visits, print and place superbills in for provider’s use,      
12. Demonstrates proficiency with MindBody and CollaboratMD or similar computer software and 

technology.  
13. May need to open or close the building. 
14. Assists with other gym member services as needed. 

Qualifications: 

 Education:  High School diploma or equivalent required. 

Experience:  Minimum of one (1) year medical office experience, including insurance documentation and 
billing; experience dealing with customers face to face, on the phone and via e-mail.    
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Skills:  Ability to handle multiple tasks in a fast-paced environment required.  Must be able to utilize computer 
for designated applications.  Effective verbal, written, and interpersonal communication skills required.       

Position Type and Expected Hours of Work: 

This is a part-time, non-exempt position, paying $14.50 per hour.  Must be available Monday through Friday, 

from 9:00am-2:00pm with occasional availability for special events.  This is not a benefits-eligible position, 

except for organizational holidays and paid sick time. 

How to apply:  If you are interested in this position, please send a cover letter, resume and three professional 

references to info@pwr4life.org.  Interviews begin December 11, 2017. 
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