Example Ad for Hiring Front Desk


[bookmark: _GoBack]Position:  Front Desk 

Job Description:

(Example) – We are searching for a full (and or part time) team player who is passionate about helping others.  We help patients in their weight loss, health or pain-free journey.  If you love working with people you will love this job! You will help motivate patients to get in shape and stay healthy.  

Responsibilities:  

(Example) – We have a very busy office and need someone at the front desk to greet our patients with a smile and positive attitude.  A customer-oriented approach is essential when assisting our patients.  You will be responsible for all incoming calls and making sure that all patients coming in get treated as soon as possible.  You will help with the flow of the office and making sure patients get the best care by the rest of the staff.  Any sales ability is also beneficial as we want you to up sale any of our amazing products in our office before they leave.  You will also be responsible in making sure to schedule and reschedule patients as they enter and leave.
 
Qualifications:
(You can add or remove any of these Qualifications)
-Team Player
-Positive Attitude
-Computer Literacy (Microsoft Office Software Programs)
-Problem Solving
-Willingness to Learn
-Passionate about Nutrition and Health
-Great at Multitasking
-Ability to Stay Calm under Pressure
-Organized and Detail Oriented

Specifications:
· Salary Range:______ (If you would like it provided)
· Job Type:______ (Full-time / Part-time)
· Years of Experience:______ (If you would like it provided)
