FRONT OFFICE
RECEPTIONIST
KANIKSU COMMUNITY HEALTH IS A NON-PROFIT, AWARD
winning Community Health Center that provides team-based healthcare
in north Idaho.

BE REMARKABLE
Ownership, enthusiasm
and collaboration.
Work is a large part of
your life, why not work for
an organization that
encourages you to flourish.

The healthcare landscape is a tough one to navigate and a big part of
what we do is untangle that mess for our patients, making an impact in
their lives each and every day. Regardless of how a patient can pay or the
severity of their concerns, we help find solutions.
Patients consider us their partner in healthcare, over the course of their
life and the spectrum of their health needs. From prevention and
wellness to medical, dental, and behavioral health. From pediatric to
geriatrics, we believe that quality healthcare should be accessible,
approachable and affordable for everyone.

BE INNOVATIVE
We're working at the
cutting edge of
healthcare, and changing
lives daily.

We don’t just say it. We prove it.
In 2019 we decreased uncontrolled diabetes from 36 to 16 percent.
Our clinical quality ranks us in the top 10% of CHC’s in the country
KCH reports the highest level of control in the state for the
hypertensive population at 75%
But we’re not just invested in our patients – we’re invested in our people.
We know that our overall success is a combined effort and we therefore
strive to provide opportunities for our employees to learn, grow and
thrive. If you’re looking for an opportunity to express your passion and
show off your experience while helping to shape the future of healthcare
in North Idaho, read on.
This job might be for you if:
You enjoy solving problems. You love taking on difficult challenges
and finding creative solutions. You don't get flustered easily. If you
don't know the answer, you'll dig in until you find it.
You like helping people. You are patient, level headed, and cool
under pressure.
You pay attention to the details - nothing is falling through the cracks
on your watch.
You think on our feet and communicate clearly.
You are motivated and driven. You volunteer for new challenges
without waiting to be asked. You are going to take ownership of the
time you spend with us and truly make a difference.

BE-LONG
Be a part of making a
difference, changing
lives, and expanding your
horizons.

BE KHS
Work for a company that
gives you the power to be
great and do great things

Customer
Service

Attention
to detail

You're awesome! We know it.
You know it. But remember
that the customer's
perception is your reality.

Anything worth doing is
worth doing right. Every.
Single. Time.

Gatekeeper
You control flow. It's a
big responsibility. But
with great responsibility
comes great reward.

A Kaniksu Community Health Front Office Receptionist is not just responsible for providing excellent customer
service. They are committed to providing an excellent patient experience while performing essential clerical
work in a fast-paced, productive environment. YOU ARE the primary contact person for all patients accessing
care at Kaniksu Community Health. As a Front Office Receptionist, a typical day might include:
Maintain established policies and procedures, objectives, quality assurance, and safety standards.
Provide appointment scheduling for providers, ensuring accurate appointment time is allotted, per
published protocols.
Complete patient check-in: ensure all required demographic information is accurate. Collect patient
insurance and payment information.
Complete reminder calls for following day appointments and review NextGen for any alerts.
Complete patient check-out duties: verify alerts, payments, and information are accurate before patient
leaves. Schedule follow-up appointments as necessary with the primary care provider.
Responsible for keeping waiting room and work areas neat and orderly. Assure restrooms remain free of
debris and remain clean.
Perform related work as required, full job description available upon request.
To land this gig, you need to have some experience helping people. It does not have to be traditional
customer service experience. We have a former park ranger and bus driver in our ranks.
Internships, volunteer experience and side projects count. Just make sure we can see where you
pick up your helping people super powers in your cover letter or resume.
We are also looking for the following (i.e - the fine print)
Qualifications - High school diploma or GED; or equivalent combination of education and experience.
Documented experience in medical office administration and functions is preferred
Excellent oral and written communication skills. Excellent time management & critical thinking skills
Ability to maintain corporate confidentiality and HIPAA compliance
Keyboarding at 35+ WPM preferred. Fluency in word processing.
Ability to work in the absence of direct supervision
To apply, please send a resume to jobs@kchni.org.
For more information please visit http:www.kchnorthidaho.org.
Equal Opportunity Employer Minorities/Females/Protected Veteran/Disabled

