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UNITED KEETOOWAH BAND OF CHEROKEE INDIANS IN OKLAHOMA (UKB)
UKB CORPORATE BOARD
115 E. Delaware St.
Tahlequah, OK 74464
INTERNAL ANNOUNCEMENT
Applications can be obtained from the UKB website and then submitted using the information listed below:

By bringing a paper application to Ashley Myers at the UKB Corporate Board office address listed above or sent via email to amyers@ukb-nsn.gov

Opening Date: 02/10/2023
Closing Date : TBD

Position: Medical Receptionist

Department: Keetoowah Cherokee Treatment Services-Tulsa, OK

Reports To: Office Manager of KCTS

Pay: BOE $18- $20/HR

Status: Full Time, Non-Exempt

Job summary:

We are looking to hire a medical receptionist with excellent organizational and administrative skills. Medical receptionists are expected to be compassionate and discrete with superb time management and record-keeping skills.

To ensure success, medical receptionists should be confident and professional administrators with fantastic communication and interpersonal skills that will contribute to the efficient day-to-day administration of the healthcare facility. Top candidates will work comfortably under pressure while multi-tasking in a fast-paced environment and can effectively react to patient emergencies.
Medical Receptionist Responsibilities:

· Greet and attend to patients in person and over the phone, in a professional and courteous manner.
· Maintain confidentiality of all doctors, staff, and patient information, perform all duties within HIPAA regulations.

· Route all calls to their appropriate department or staff member.

· Check-in all patients for appointments and MAT program.
· Provide clerical support activities for medical and social service departments.

· Schedule appointments between clinical staff and patients.

· Liaise between medical departments with discretion and professionalism.
· Always adhere to policy and procedures.
· Verify ID, patient insurance coverage, and payment source.

· Scan in ID, tribal card, insurance card and paperwork and upload into EMR.

· Among other duties specified by supervisor.

UKB and Tribal Preference applies.

