
Medical Offi  ce Recep� onist

On behalf of our client, a leading Bermuda healthcare provider, 
we are recrui� ng for an experienced Recep� onist to join their 
growing team.  Their Prac� ces are based in Hamilton City Centre 
and off er state of the art medical facili� es coupled with a fi rst class 
Pa� ent experience.

Responsibili� es will include but not be limited to:
• Mee� ng and gree� ng of scheduled pa� ents and ‘walk-ins’
•  Professional call handling, ensuring accurate message taking 

and providing a warm welcome to all enquiries
•  Scheduling of appointments coordina� ng calendars of two 

Physicians, a Nurse and Laboratory staff  – ensuring effi  ciency 
and accuracy at all � mes

•  Collec� on and input of pa� ent documenta� on, maintaining 
up to date records to ensure a smooth pa� ent experience

•  Processing of pa� ent payments and balancing of cash/
register daily

•  Providing addi� onal administra� ve support to the business 
as needed (including scanning, photocopying, emailing, etc.)

The preferred candidate will have:
• Bachelor’s Degree in a medical or business related fi eld
•  3+ years’ prac� cal experience gained within a busy medical 

environment, ideally as a ‘front of house’ representa� ve 
•  Proven communica� on skills together with an excellent 

command of the English language
•  The ability to meet deadlines and work eff ec� vely under 

pressure
•  Success at mul� -tasking and planning, able to adapt quickly 

within sensi� ve situa� ons
•  Flexibility – Hours of work will be 45 per week with a start 

� me of 7:45am
•  Dedica� on, able to compliment a team environment and 

always put the customer/pa� ent fi rst

This is an amazing opportunity to join a market leader undergoing 
growth and expansion – if you are interested in entering the 
medical fi eld and perhaps don’t have all of the preferred 
experience, please reach out as our client is open to considering 
un-qualifi ed candidates.

Closing Date:  Friday July 24, 2015

Stephanie Brown  
441.296.0497
steph@iep.bm
www.iep.bm


