
 
 
Job Position: Receptionist 
Job Type: Full-time 
 

About Exalta Health 
Exalta Health is a faith-based nonprofit healthcare center whose purpose is to provide 
Christ-centered care for all. Our integrated health care model allows us to provide 
medical, dental, vision, behavioral, and spiritual care services. We provide accessible, 
affordable, and high-quality healthcare while maintaining a passion for mission, being 
welcoming and dedicated, and striving for excellence.  

Key Responsibilities 
• Welcome patients and visitors in a friendly, professional, and respectful manner 
• Answer incoming phone calls and route them to the appropriate department or 

personnel 
• Schedule, confirm, and reschedule patient appointments 
• Maintain a clean, organized, and welcoming reception area 
• Manage incoming and outgoing mail, faxes, and other correspondence 
• Prepare paperwork for patient enrollment  
• Keep assigned patient data base updated 
• Collect patient payments 
• Complete other related tasks and duties as assigned 

 
Qualifications 

• High School diploma or GED required  
• Must be fluent in English and Spanish (written and verbal)  
• Willingness to sign the organization’s faith statement 
• One or more years of experience in a medical office, customer service, 

receptionist, or administrative role preferred 
• Previous cash handling or financial transaction experience preferred 
• Experience using electronic health records preferred 
• Experience in working with various computer programs; Microsoft Office 

preferred 
• Excellent organizational skills and the ability to multi-task 

 
 

 



 
 
Employee Benefits 

• Medical and Dental insurance plan options for you and your family  
• Flexible spending account (FSA) available for eligible, full-time employees 
• 403(b) retirement savings plan with employer match 
• Paid time off and holiday pay for part time and full-time employees 

How to Apply 
Candidates interested in the position should submit a resume on our website 
(https://exaltahealth.org/careers/)  
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