Grand Valley
Veterinary Receptionist { / AnimalHospital

At Grand Valley Animal Hospital in Grand Forks, ND, our practice is grounded in science, compassion,
and the ability to listen, because no one knows pets better than their owners do. We believe that we
can improve the bond between owners and their pets by using common sense and a team approach.
As a Veterinary Receptionist on our team, you'll be the first impression of our clinic, working in a
nurturing environment where you can thrive personally and professionally.

Key Accountabilities:

« Provide exceptional customer service, compassionately attending to the needs of clients and their
pets in various emotional states.

« Manage a multi-line phone system, triaging calls, scheduling appointments and procedures, and
handling client callbacks.

« Oversee the entire client visit, from check-in to discharge, ensuring a smooth and efficient flow.

« Educate clients on hospital services, products, and wellness plans, and facilitate record requests
with other practices.

« Process payments, maintain accurate electronic medical records, and relay important information
between clients and medical staff.

« Proficiently use computer systems, including practice management software, email, and web
search functions.

« Assist with general hospital cleaning and maintenance to ensure a welcoming environment for
clients and patients.

« Adhere to all clinic policies and perform other duties as assigned by veterinarians or management.

Qualifications:

« High school diploma or GED

« 1-2years customer service experience preferred
« Ability to lift 30 pounds

« Basic computer, math, and writing skills

Benefits:

« Hourly wage based on skills and experience
+ Paid time off

« Professional training and development

« Uniform allowance

«  Great staff!

Grand Valley Animal Hospital: Committed to Compassion. Grounded in Science.
Ready to discover meaningful connections and the satisfaction of providing compassionate care to

patients and clients? Apply to join our team today!

Job Type: Full-time



