’7 Simi Institute

JOB POSTING
CO IVI PANY NAM E: The Kryger Institute of Plastic Surgery

JO B TITLE: Front Desk Coordinator/ Front Office Medical Assistant

PAY: $20 - $22

JOB TYPE:|x] Full Time Part Time[_| Per Diem Seasonal
WORK SETTING: [x ]In- Person Remote Hybrid
JO B LO CATI O N/AD D R ESS: 947 E. Thousand Oaks Blvd, Thousand Oaks, CA, 91360

JO B OVE RVI EW: Busy plastic surgery Practice, located in Thousand Oaks, California, is seeking

a full time front office medical assistant/front desk receptionist. We are looking for an energetic , multitasker, who is skilled

at answering phones and interacting with patients and other staff

JO B R ES PO N SI BI LITI ES: Answering phones, scheduling appointments, collecting payments,

computer data entry, and coordinating care with the other members of our team

J O B R EQU I R E M E NTS . We are open to training the right candidate, however, excellent customer

service skills and professional phone etiquette are a must

H OW TO AP P LY: Send resume and email to the office manager Allison at allison@drkryger.com




