
  
 

 

Clinic Receptionist 
 

Closes On: October 21, 2022 at 11:00 AM CST 
 

Job Status: Full-Time 

Shift: 8:00 AM - 4:30 PM 

Days Worked: Mon., Tue., Wed., Thu., Fri., Sat. 

Details: Wednesday hours will be until 6:30 pm. Open Until Filled 
 

 

Salary Information 

$16.16/HR Step 1 to $24.22/Hr Step 20 

 

Job Duties 

Performs a variety of clerical duties including filing, scheduling appointments, working client charts, operating a computer, 

copiers, adding machine and fax machine. Receives and processes payments for services and maintains records of 

payments. Maintains nursing clinic cash drawer daily. Processes and enters data into spreadsheets and or databases. 

(KIPHS, KSWebIZ, etc.) Receives, processes and routes mail and sends correspondence as appropriate. Performs check-

in and check-out of clients through nursing clinic and processes encounters, maintains client charts and immunization 

records. Checks/verifies client’s insurance/medical coverage for various services via KMAP, BCBS, etc. Answers the 

telephone and gives information to callers, takes messages or transfers calls to appropriate Staff. Orders supplies as 

needed for nursing clinic for copiers, etc. 

 

Minimum Qualifications 

1. Must have a High School diploma or the equivalent. 

2. Must possess basic computer knowledge. 

3. Ability to maintain a professional demeanor. 

4. Must have good communication skills to work with Staff and public in a congenial manner. 

5. Must have a proven ability to plan and organize work. 

6. Must be flexible and be able to adapt to different tasks. 

7. Must have valid Driver’s License and must provide own transportation. 

 

Physical Requirements 

Determined Work Level: Level 3 – Medium Work Exerting 20 to 50 pounds of force occasionally, and/or up to 10 to 25 

pounds of force frequently, and/or greater than negligible up to 10 pounds of force constantly. Ability to communicate by 

means of the spoken word. Ability to hear. May require walking, standing, bending, balancing, sitting, lifting equipment and 

stooping. Possible exposure to infectious pathogens, blood, body fluids and hazardous waste. May be exposed to a 

variety of work environments including outside of Health Department buildings in all weather conditions. May be subjected 

to highly volatile and stressful situations involving clients and/or families. Work may provide occasional weekend and/or 



  
 

 

evening work and be on-call. Must have fine and gross motor skills. Must be able to operate computer, telephone and 

copy/fax machine. 

 

 

Veteran's Preference 

Former military personnel or their spouse that have been verified as a veteran under K.S.A. 73-201 will 

receive an interview if they meet the minimum qualifications of the position and successfully pass any 

required pre-employment testing or any requirements such as licensing. The veterans' preference laws do 

not guarantee the veteran a job. Positions are filled with the best qualified candidate as determined by the 

hiring officials. To be successful, the expectation is that a candidate will be able to competently perform 

the routine tasks of the position with limited supervision by the end of the probationary period of covered 

positions. 

Veteran's Preference Notice 

Veteran's Preference Eligibility Request Form 

 

http://www.saline.org/Portals/0/Content/Human%20Resources/Documents/VP%20docs/VPE%20Notice.pdf?ver=2017-06-13-153917-497
http://www.saline.org/Portals/0/Content/Human%20Resources/Documents/VP%20docs/VPE%20Request%20Form.pdf?ver=2017-06-13-153926-520

