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POSITION: Cove Secretary/Patient Services Representative
JOB TYPE: Full-Time
WORK LOCATION: In Person

EXPERIENCE: 1 year in customer service preferred
PAY: $22.00 – $26.00 per hour
JOB DESCRIPTION: 
We are looking for a detail-oriented, patient-focused Cove Secretary to be a key point of contact for patients in our busy office. In this role, you’ll check patients out, manage scheduling across multiple providers, keep records accurate, and work closely with nurses and providers to ensure smooth patient flow.

What you’ll do:

Check patients out after appointments

Schedule and reschedule appointments across departments

Keep schedules accurate and aligned with patient and provider needs

Communicate with patients, providers, and staff to resolve scheduling issues

Update patient information and appointment details in our electronic system

Manage appointment requests through the patient portal

What we’re looking for:

Strong organizational and multitasking skills

Excellent communication and attention to detail

Comfort using scheduling systems/EHRs
Ability to work collaboratively with other departments

If you’re reliable, team-oriented, and thrive in a fast-paced environment, we’d love to hear from you!
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